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Secretary to Rodgers and Hammerstein.............:000cceeeeseereeees 
Veet Ex-Secretary Dorothy Bie hesiienctocnnanes odncsagtgnenanel 


WHETHER YOU FILE .. . Alphabetically, Numerically, Geographically, 
Chronologically or by Subject Indexing, THERE IS A SMEAD SYSTEM 


ALREADY TAILORED TO FIT YOUR NEED! 
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SMEAD can supply your every 


filing need. “IF YOU NEED IT 
WE CAN FURNISH IT". 





specify SMEAD products. 


Write our Dept. TS and state your 
problem — or see your dealer and 


THE Sinead ManuractuRine CO., INC.-HASTINGS, MINNESOTA 




















Underwood Electrie 


... made by the Typewriter Leader of the World 


Before you buy any typewriter 
... be sure to try the new 


Underwood Electric! 


You'll love it! 


Underwood Corporation 


Typewriters ... Adding Machines ... 
Accounting Machines 
Carbon Paper ... Ribbons 
One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 
Sales and Service Everywhere 


COPYRIGHT NDERW RPORAT 





Underwood Corporation ata 


One Park Avenue, New York 16, N. Y. 
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I am happy to accept your invitation to try the Underwood 
ELECTRIC ... without obligation on my part. 











A.M. 
on date_________P.M. seems to be 
convenient. But have your representative telephone first, to confirm. 
Name- A eT = 
Firm —_ — ional ‘i 
Address —EE = —E= — 
> = — State 
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* * Write your name and business address on the 
coupon ... cut it out and mail it today. We 
will ask your local Underwood Representative 
to let you try this exciting, fast-writing ma- 
chine in your own office, on your own work, 
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O N OUR COvER—Crisp as a cool Septem- 

ber morn is this businesslike Joselli 
suit with smart detailing that belies its 
moderate price tag. The high-buttoned 
jacket has interesting slot-seam trim on 
the yoke and at the hips and sports perky 
turn-back cuffs; the skirt is pencil slim. 
In Deering Milliken’s worsted flannel; 
colors: oxford gray, medium gray, brown, 
or blue. Sizes 10 to 20, The suit is priced 
about $49.95 and can be purchased at 
Franklin Simon's, New York; Marshall 
Field’s, Chicago; Famous Barr, St. Louis; 
and Frederick & Nelson’s, Seattle. ( Names 
of additional stores on request. ) 





Some Enchanted Job! 


IF YOURE STILL STANDING in line for 
tickets to “South Pacific,” haven't yet seen 
“Anna and the King of Siam,” or don’t 
even dare venture near the box-office 
crowds at “Me and Juliet,” you'll read 
this month’s “Secretary to . . .” article 
with downright envy. 

As your “peaches and cream” turn to 
green, youll learn how Lillian Leff, secre- 
tary to Rodgers and Hammerstein, goes 
to every opening performance of every 
one of their plays, receives extra pay for | 
every R & H play on Broadway—but we 
mustn't give the story away. Turn to page 
11, and read it for yourself. 


Strictly Personal 


THat’s wHat this month’s Secretaries 
Handbook is, for it’s all about the per- 
sonal services that secretaries perform for r 
their bosses. It begins with a survey on 
the subject, goes into an article on how 
to do such chores graciously, and ends up 
concentrating on two very important per- 
sonal services—handling your boss's shop- 
ping and finances. 

Throughout this year’s volume, there 
will be a new Secretaries Handbook every 
month that will concentrate on some 
phase of office operation. If there is any 
special handbook you would be interested 
in seeing published, let’s have your sug- 
gestion. 


Attention Public Stenographers 


You VE HEARD of the National Secre- 
taries Association, the National Associa- 
tion of Legal Secretaries, and Executives t 











"Look, lover boy,’ I said, “Youre nuts!" 
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1. “Listen, Beautiful,” said this fresh Freckle Face we just 


hired as an office boy 


dictation for you. He’s 











, “the boss is cooking up some tougl 


in there talking to himself and wander- 
ing up and down while he does it.” 








3. So, when Freckle Face comes ambling out to me with a 
whole stack of Dictabelts for transcription, I fall to and put 
them in my TIME-MASTER. Come quitting time | buzz for him 


and hand him a whole 


what-have-you. 


The new Dictabelt gives reproduction like F-M radio. No surface noise. Every 


whisper audible. Try them out in your own office. Send for your free copy of 


stack of letters, memos, reports, and 


“Letter Perfect.” Clip the coupon! 





DICTAPHONE 


CORPORATION 


Greatest name in dictation 





IT’S 





AND ” 
SAID— | DONE! Gry 
; me 





£ 














» fas 


2. Me, I smiled at our newest Junior Executive and waved 


him on his way, knowing full well that with these new Dictabelts 
we re using, I can virtually tell what’s on the boss’s mind 


even before he does. 





4. He says, “Gosh!” I say, “Look, Lover Boy, you're nuts! 
Nuts if you haven’t found out that the new Dictabelts and 
Dictaphone TIME-MASTER make the slickest combination this 


side of a 5-piece swing combo. Also, £0 dry your ears.” 


Clip coupon now! 


Dictaphone Corp., Dept. TS93, 
420 Lexington Ave., N. Y. 17, N. Y. 


Please send me my free copy of “Letter Perfect.” 


Your Name 





Company 





Street Address 





City & Zone State 
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It’s easy to correct fluid duplicator masters 


with DENNISON PRES-a-ply CORRECTION TAPE 





PHPS.4 
Cleaner, neater, faster — no carbon-stained fingers 
* No scraping, erasing, smearing « Lies flat — no waste 
* Self-adhesive — requires no moistening 
« Comes in convenient strips — no dispenser needed 
e« Master does not have to be removed or realigned 

















Measure length needed by plac- Press tape on back of master over In single 
ing sheet against correction in part to be corrected and retype. nd double 
typewriter. Cut strip and peel Use of small piece of new carbon a u 
from backing. is optional. Space widths. 


Ask your stationer for Dennison PRES-a-ply Correction Tape 





PS 
Demisow Framingham, Mass. 
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Secretaries. Inc., we are sure; but have 
you ever heard of a Public Stenographers 
Association? We doubt it, for we can't 
seem to locate any such association any- 
where! 

Therefore, if any of you readers knows 
of an existing PSA, we should appre- 
ciate it very much if he or she would 
write us immediately. A public stenog- 
rapher in Ohio, by the name of Miss 
Thelma Reutter, tells us that she is 
anxious to join or start such an organiza- 
tion if she can get enough help. Just 
send your information to Tessie, and she 
will be glad to send it along to Miss 
Reutter. 


Patron Saints 


CATHOLIC STENOGRAPHERS will be es- 
pecially interested in hearing that His 
Holiness Pope Pius XII, has proclaimed 
St. Cassian, third century Roman martyr, 
as patron saint of Italian stenographers. 
It was disclosed that the Pope acted in re- 
sponse to numerous requests from dele- 
gates who attended a convention of short- 
hand writers held at Naples in 1951. For 
those of our readers who are Catholic 
but who are not Italian, we have dis- 
covered from the 1953 edition of The 
National Catholic Almanac that, for devo- 
tion at large, St. Genesius is listed as the 
patroness of stenographers. 


Number, Puleeze 


IF YOU LIVE IN VIENNA, your short- 
hand practice problems are over. Merely 
by dialing A17-5-70, secretaries and 
shorthand students can get six minutes 
of practice dictation delivered over the 
telephone. The lesson changes every 
other day. The speed of the dictation 
climbs from 100 syllables a minute to 
160. And besides the time, the weather, 
and shorthand dictation, Vienna phone 
subscribers can also dial for fairy tales 
for children, recipes for housewives, and 
snow conditions for skiers! 

You needn't envy those Vienna stenos, 
though. We have our Dictation Tapes! 











TYPEWRITER DRAWING 


"Wouldn't look like 
this if I'd had my 
10 A.M. coffee!!" | 
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Students! Parents! Lis wonderful New 
Royal Portable is yours 2°Q93 305m 


New! 


Get better marks in school! 
Do your homework quicker 
and easier with this 
nine-ways-better typewriter! 


Here, at last, is your opportunity to own a brand- 
new Royal Portable Typewriter! You need one, for many 
reasons! First, school surveys show that students who 
type their schoolwork get’ better marks! And —every 
member of the family will find pleasure and profit in 
using the new Royal Portable . . . the office typewriter 
in portable size! 

It has so many sensational, exclusive features! Such as 
Speed Selector, Line Meter, Push Button Top, Visible 
Tab Set, new Speed Spacer and Carriage Controls... 


NEW ROYAL Portable . . . does 
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Royal’s greatest portable! Just introduced—with many new improvements! 


plus famous “Magic”? Margin and ‘““Touch Control’’! 

So... go to your nearest Royal Portable dealer. Make 
the small down payment of only $9.95* 
18 months to pay. 


and then take 


Get your FREE Royal bank... 
and start saving 20¢ a day! 


' 

' 

' 

' 

' 

' 

' 

' 

' 

' , . . 
: Your nearest Royal dealer has a bank for you . . . a mini- 
: ature typewriter bank especially designed to help you save 
: dimes, nickels and pennies so you can 
' 

' 

' 

' 

' 

' 

' 

' 

' 

' 

' 

' 

' 

' 

' 


easily make those low payments on 0) 





your new Royal Portable! You need 
20c the 
the 


new Royal Portable Typewriter. Your 


save only a day to enjoy 


lifelong advantages of owning 


attractive bank is FREE .. . so see 
your Royal dealer today! 


more for you...does it better! 
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_SraserS7K 


to erase pencil, ink 
and typewriter errors 
with this wood-encased, 
pencil-shaped eraser. 


CLICKS 


with secretaries and 
typists whose job it is to 
turn out clean originals 
and neat carbons. 


LICKS 


$.A.7099 


erasing problems—a 2 
single letter or a word |S 
—without digging into & 
the paper. Leaves no (4 
“ghosts” = 





Easily sharpened by 
penknife or mechanical 
sharpener. 


Look for the EraserStik 
trademark. It isn't an 
ORIGINAL EraserStik un- 
less it has the EraserStik 
name on it. 





We've seen it happen 
in office after office. 
Once a secretary gets 
used to EraserStik, noth- 
ing will ever separate 
her from it. Order from | 
your local stationer. If | 
he doesn't carry Eraser: | 
Stik, please write to us | 


_AW.FABER GRASERSZIK 


7099 p | 
7099B with brush | 


(UD FABER-CASTELL 





PENCIL COMPANY, INC. NEWARK 4, NN. J. 




















ASKS THE 





MADELINE 8S. STRONY @® R. ROBERT 


ESSIE: 


to our secretarial clinic. 


Welcome 
Youre just 
in time to he lp us celebrate a birth- 
day—that’s right, “Tessie Asks the Ex- 
perts” is one year old today; and we're 
very proud. Let little Alice in Wonder- 
land celebrate all the “Happy Unbirth- 


He llo, eve rvone! 





wants; we like the real 
honest-to-goodness kind, ourselves. Mrs. 
Strony has baked a cake, Miss Hutchin- 
son has made lemonade, and the three 
men on the panel have brought along the 
paper plates, cups, and napkins. Me? 
Well, I haven't done much of anything 


day $ she 


yet; but, since it’s “Business betore pleas- 
ure,’ as the saying goes, I'd better get 
on to our first question. It’s for you, Miss 
Hutchinson. 


A SECRETARY IN MASSACHUSETTS writes, 
“My office work includes some editing, 
and lately I have noticed that much ot 
the copy received contains initials writ- 
ten together with no periods for the ab- 
breviations of names of organizations. 
Personally, | preter the use of a period 
atter each initial, but I wonder it by 
now the omission Ot the periods has be- 
come. the accepted form?” 

HlurcHINsON: Yes, Tessie, the style of 
writing the abbreviations tor the names 
of organizations seems to be undergoing 
a change. The initials of the mames of 
various Government agencies are usually 
written without periods; tor example, 
SEC. The initials of names of labor or- 
ganizations are also usually written in this 
way; tor example, ClO. More often, 
though, the initials of other organizations, 
such as C.O.S., N.A.M., are written with 
periods However, anys publications 
treat all such abbreviations alike. In 
other words, policy is not uniform, and 
neither style can be said to be right or 
wrong. 


Tessie: Here's a question tor Dr. Ro- 
senberg. <A_ secretarial student in New 
York wants to know if it is better to make 
a personal check out to “Cash,” when you 
wish to receive cash, or if it’s better to 
make the check out to the person or or- 
ganization cashing the check and then 
mark “for cash” in the corner? 

ROSENBERG: Neither, Tessie. The best 
method is to make yourself the payee of 
a personal check that you wish to cash. 
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LILLIAN HUTCHINSON 


You then endorse it on the back and cash 
it. In this way, if it is misplaced, no on 


Also, banks prefer it this 


wav because thev have a record (the en- 


else can cash it. 
dorsement showing who cashed thy 
check and received the money for it, 
TESS Mrs. Strony, two legal secre- 
“When 


the attorneys in our town have to make 


taries in Texas write as tollows 


a replacement in a secretarial position, 
they have a difficult time 
who ar 


finding girls 
trained or who are willing to 
train to be legal secretaries. This is be- 
cause many girls think this career is very 
hard. For this reason, several of the legal 
secretaries in our town got the idea that 
it we tormed a club and publicized our 
activities in the newspaper, we could at- 
tract recruits to our ranks. We are won- 
dering if vou know whether or not ther 
is a national organization that we could 
get in touch with.” 

Strony: I think it is wonderful that 
these secretaries want to do something to 
interest more virls in be cOomnMmng le val sec- 
Tessie? And I am 
happy to be able to tell them that thers 
is just such an organization as they ar 
looking tor—the National Association of 
Legal Secretaries. 


retaries, dont vou, 


I happen to have a 
current issue of their publication, “Thi 
Docket,” that I will send to these young 
ladies Chey will notice that, on page 2, 
Mrs. Evelyn Atwood is listed as the His 
torian. She should be able to tell them 


ie Ga ~ | 


INFORMATION BG 


% 


where the nearest chapter is located. The 
president of this Association is Miss 
Louise Cord, of 2710 Teresita Drive, San 
Diego, California. 

Atter the two Texas legal secretaries 
get all the information they want, I am 
sure their local paper will be glad to 
publish a news item about their activities 
as a club. Good luck to them! 

Tessie: Here’s another question tor 
you, Mrs. Strony. A secretary in Penn- 
sylvania would like to obtain a hard 
cover for her issues of Topays SECRE- 
TARY. Can you tell her where she can 
procure such a cover? 

Srrony: Why, yes, Tessie. In fact, I 
have three or four suggestions to make. 
(1) Any good stationery store carries 
many types of loose-leaf hard covers. But 

















Free! 


' EXPERTS new 


| LETTER 
a CHARLES E. ZOUBEK @® ALAN C. LLOYD 


| PLACEMENT 
that would mean that this young lady GUIDE 














h L would have to punch holes in her copies 

: of the magazine. (2) Another suggestion for secretaries, students 

IS would be to consult a bookbinder in Penn 

I svivania who might bind them together Slips into your typewriter 
for her with hard covers. (3) While on a under letterheads ... helps 
recent trip, I came across a_ perfectly you set correct margins and 
wonderful binder that can be bought for center letters perfectly. 
$1.50 in nearly any book store. The Cuts down retyping... saves 

” | binder is manufactured by Elbe File & time and paper. Write for 

i Binder Company in Fall River, Massa- your copy today—use coupon 

a, | chusetts. It will hold all ten issues of below. Teachers: Guides 

Is lopay’s SECRETARY without any trouble. for class use... write on 

10 Also, it is very easy to use—just bend the your school letterhead. 

: covers back and slip the magazines in. 

) 1) And, just in case any of her past 

aly vear’s issues are missing, this young lady 

At will be glad to know that Topay’s SEcrE- 

u 


t | ——— ) EAGLE-A's 
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i eg 7 
‘ | ' ss L\\ Inge_lOp vox 
i . | 
at E 7 . % \ . 
nt <> t . > \ lets you slide out 
) = ay the sheets you need! 
Mi ’ % 
< rany makes up a supply of bound copies Exclusive feature . . . with 
I t the close of each complete volume that ’ these fine boxed papers: 
= " ~~ 
sell for $4.00. Volume 55 is now avail- % \ 
it . ‘, EAGLE-A COUPON: 
r ‘ ; BOND (100% Rag Extra No. One} 
~ lesste: Dr. Lloyd, here is a question IS EAGLE-A AGAWAM: 
re for you from a secretary located in the a BOND, ONION SKIN (100% Rog 
. Vt ul ( ‘ l ( CS ‘ 
on | . lic of — ; - beg | ae : EAGLE-A CONTRACT: 
rKINnG aS a Secre ir\ ul i¢ OS 1c BOND (75% Rog 
f Panama City. During the time I have BOND A4200 
heen working here, I have received a poe 9 aoa 
y ROND (50° ele 
{ many surprises with regard to the eee 7 
| tters I] receive and the wav thev have EAGLE-A TROJAN: 
been typed. For example, I have noticed BOND, ONION SKIN 
t there seems to be a wide difference MANUSCRIPT COVER (25% Rag! 
opinion concerning the place where EAGLE-A QUALITY: 
dictator's and the secretary's initials BOND. ONION SKIN 
‘ should go. Some people place them two MANIFOLD (No. One Sulphite) 
jn swces below the signature; others pl Te 
on them there, but on the carbon copys only; say stat alae 
- others place them below the reference ™ 
number of the letter, which usually goes 
sed p hefore the date; and others don’t even : . “a Pee We 
tee ee 
mn bother about using initials at all. Why is — — 
0 this?” MAIL THIS COUPON TODAY 
- Lioyp: Of all the parts of a letter, American Writing Paper Corporation 
Pessic , the arrangement of the reference Holyoke, Mass., Dept. TS-3 
initials is probably the least standard. It Send your FREE Letter Placement Guide: 
st : luiportant to use initials only when there . 4nin eG) aah een, dns ie 
ire many members of a staff to whom ei 
rd errors might be traced or follow-up ac- | : PEE eh oh eeccocncrdeedersersnsssesoress 
E- tion re -¢ ‘ ‘ = —— 
a Hon required; as a matter of fact, there is | TMM AYU AUN MMMM UNS appness o....seeeeeeeees one 
: 109 doubt that most businessmen want 
their secretaries to use reterence initials , Gi co ccctesedscccovesers STATE. .ccccce . 
I simply to give the impression that they STUDENTS: fil! in home address 
ce. have a large staff! TEACHERS: write on your school letterheod. 
es There is no standard rule concerning 
ut 
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A much-needed piece of corre- 


spondence, a valuable plan, blue- 
print or estimate. Probably not 


lost—just misplaced. 


Old fashioned filling systems are 
inadequate in the modern, com- 
plex office or factory. But with 
EZYINDEX Tabs, letters, reports, 
and plans can be 


quickly, easily. Do away with the 
irritations and time lost in hunting 
for office or factory written 


material. 





With EZYINDEX Tabs you can 
make your own index system for 
binders, books, filing cabinets, 
blueprint drawers. Color coded 
EZYINDEX Tabs are made of 
heavy, non-flammable acetate; 
title areas can be used over and 
over again. 


Sold by stationers all over the 
Ask for EZYINDEX 
Tabs, the only tab with the money 


country. 


back guarantee of perfect quality... 
or write for a sample EZYINDEX 
Tab and the name of your local 
EZYINDEX dealer. 


“eT INDE 


PRODUCTS El 4 7 


153-13 NORTHERN BLVO . Gi [ 
FLUSHING 54. NEW YORK UY 
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initials should 
Most of us put the initials wher- 
ever thev seem to balance the letter best 
The most common practice is to put them 
one or two lines below the identification 
of the signer of the letter—but there 
reason why the initials cannot be 

same line as the 


the position in which the 


appeal 


Is ho 
on the 
identification or 
I believe that th 
that is standard in the use of 
that the 
of the 


viven 


many 
lines below only thing 
initials is 
dictator's initials precede those 


stenographer whenever both are 


TESS Here is a 
Zoubek. It comes gentleman in 
Utah. He “At present 
I am writing shorthand between 160 and 
175 wam on literary matter, and I would 
like to increase my speed and also round 


question for Mr. 
trom a 


writes as follows 


out my shorthand training to prepare for 
court reporting. Could you give me the 
any books that would be 
attaining this goal?” 
Apparently, 


made a fine 


names of useful 
to me in 

ZOUBEK 
fellow 


velopment of reporting speed 


Tessie, this voung 
start in the de- 
With his 
he could probably handle 


the less complicated reporting jobs 


has 


present speed, 
How- 
ever, to be prepared to handle more com- 
plicated proceedings, he would be wise to 





develop his speed up to 200 or 220 words 
a minute on testimony and approximately 
200 words a minute on solid matter. With 
these speeds, he would be equal to al- 
most any ordinary reporting situation. 
The most satisfactory way—and_ the 
quickest way—to obtain a satisfactory re- 
porting speed is to attend a school that 
specializes in such instruction. 
ample, if 1 were planning to be 
I would enroll in the 
ment of the 
western University 


For ex- 
a reporter, 
Reporting Depart- 
Division of North- 
, Where the major part 
of the day would be devoted io develop- 
ment of shorthand skill. In addition, I 
would have the comforting feeling of 
knowing that the Gregg Division would 
help to place me in a reporting job upon 
graduation. 


Gregg 


However, if this young man does not 
find it possible to attend school, 

suggest that he work with the 
Shorthand Reporting Course by Swem 
and Gregg. This course outlines step-by- 
step procedures for the student to follow. 
If he would like a copy of that book, he 
can obtain one from his local office of the 
Gregg Publishing Division. The book sells 


for $7. 


I would 
Gregg 


TESSIE: 
the same 


Here is another question along 
lines, Mr. Zoubek. A secretary 
in Massachusetts writes, “Approximately 
what speed and requirements are needed 
to pass the court reporting examinations 
in most states, and just what is the out- 


look for 


court reporting in the near 
future?” 
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ZOUBEK To my 
the only state that gives Civil Service ex- 
aminations for reporting positions is New 
York The speed of the tests in New 
York varies for different types of re port- 
ing positions. The Court test 
usually consists of testimony 
at 200 words a minute for eight minutes 
and a jury-charge at 175 words 


pd 
os 


My recollection is that in all other 
filled by appoint- 


know ke dye _ we ssie, 


Supreme 
four-voic Se 


a minute, 





states 
reporting positions are 


ment, usually the presiding judge of the 
court. 
As far as the outlook for shorthand re- 


porters in the future is 


would say 


concerned, ] 
I do not 
know of a single competent reporter who 
is not doing well financially. 


that it is verv good. 


Tessie: Miss Hutchinson, a secretary 
in Missouri wants to know what the ab- 
breviation is for a reference on a_ pre- 


ceding page. 
was asked on an examination sponsored 
by the National 
and that, although she has since 
the dictionary 


She says that this question 


Association 
look d in 
asked at 


has been unablk 


Secretaries 
and even al busi- 
ness school, she to obtain 
the answer. 
HUTCHINSON: 
erences to the same 
other and 
abbreviation ibid. 


Well, ° where ref- 
work follow one an- 
uninterruptedly, the 


is used instead of re- 


Tessie, 


closely 


peating the title. For example: 
Laird and Laird, Practical Business 
Psychology. p. 140 
* Tbid., p. 281 


It the reference is to precisely the mat- 
reference not immedi- 
ately preceding, use op. cit. (meaning 
“the work cited”) followed by the 
number. Or, if the exact 
cited is meant, use loc. cit. 
place cited” 


ter covered by a 


page 
passage Just 


(meaning “the 


Tessie: Here is 
Hutchinson. 
writes the 


another for Miss 
A business teacher in Kansas 
following: “I am 


you, 


contused! 





Will you please ‘mail out’ and 


and tell me 


explain 
when each should be 


‘mail’ 
used.” 

HutTcuinson: In the 
of Webster’s New 


ary, Tessie, 


unabridged form 
International Diction- 
under the word 
will find, by reading the 
illustrations. that the adverb “out” is 
used to emphasize the thought of fullness 
or completeness of the verb. In other 
words, while “mail” alone would express 
the basic action, the 
makes the verb 
phatic. 


“out” you 


definitions and 


addition of “out” 


more active and em- 


(Continued on page 51) 
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SECRETARY TO 


Rodgers and Hammerstein 


BY 


ROLLIE 
ABRAHAMS 


HE PLAY in rehearsal had been named “South Pacific.” It was destined to 
be the season’s biggest Broadway hit. The cast, the production staff, and the 
assorted bystanders in the darkened theater all shared the feeling of excitement 
and expectation that goes with every Rodgers and Hammerstein show. 
Suddenly, a light from a rear door—and in rushed Dick Rodgers, carrying a 
sheet of music. Every sound broke off as Dick jumped onto the stage, sat at a 
piano, and started playing the song he had just written for a new scene. Oscar 
Hammerstein II read his words. And “Younger Than Springtime” was on its way. 
When the hush of appreciation gave way to the rush of congratulations, more 
than a few hankies had been dabbed to wet eyes. And perhaps the weepiest 
eyes in the theater belonged to petite Lillian Leff, Rodgers’ and Hammerstein’s 
secretary, who had stopped by to get some letters signed and stayed to watch the 
birth of a hit song. “If we do any more crying for joy in my office,” said Lillian, 
“the place will be under water.” 
That office is a ten-room suite in one of Manhattan’s most modern build- 
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ings. tastefully decorated in beige and cocoa. and 
with an interesting collection of antiques and theat- 
rical mementos all about. Lillian is one of a staff 
of eight working at the administrative end of Rodgers 
and Hammerstein productions. And everyone there 
feels such concern for the success of their bosses that 
tears of joy are far from unusual. As Lillian explains 
it, “They're two such charming, good-hearted people 
that they deserve every kind of success—and it’s just 
wonderful that they get it!” 

Mr. Hammerstein works at home, so Lillian’s con- 
tact is chiefly with Mr. Rodgers, who handles much 
of the business for the team. “Not that Mr. Hammer- 
stein is no good at business.” assures Lillian. “They 
both are amazingly good businessmen. But they both 
hate it. Because Mr. Rodgers comes to the office 
more often, he’s it. Of course, they discuss every- 
thing first.” 

The kind of business that keeps this composer- 
producer's secretary busy includes contracts, contacts. 
mimeographing and distribution of scripts and songs. 
a huge correspondence, and distribution of opening- 
night tickets and House Seats. 

Tickets keep Lillian’s phone ringing. Long before 
opening night of any R & H show, requests for these 
tickets pile up on her desk. Most of them have a story: 
Some writers say they have never missed an opening; 
some relate good deeds that they believe entitle them 
to opening-night tickets; others tell of personal at- 
tachments to the subject of the show. For “Me and 
Juliet,” the most recent hit, men wanted tickets be- 
cause their wives, sweethearts, or mothers were named 
Julie, Julia, or Juliet. 

\ few weeks prior to opening, Lillian types up 
lists of ticket requesters in chronological order and 
eliminates from the bottom. Then she notifies every 
writer whether or not tickets will be available to him. 
And from that moment until opening night. her phone 





is barraged with outraged voices from all over the 
country—people who dont want no tor an answer. 

House Seats offer much the same problem. House 
Seats are two tickets for center orchestra, reserved 
for the producers’ own use. Although they cost top 
price (usually $7.20), they are much in demand by 
people who don't want to buy tickets long in advance. 
Lillian holds these two tickets for every performance, 
and a day rarely goes by when some former classmate 
or old acquaintance of one of her bosses doesn’t tele- 
phone and insist on House Seats. “One has to be very 
discriminating in separating truth from fiction,” Lillian 
says, her blue eyes twinkling. 

In addition to production duties, Lillian is kept 
busy with what she calls the “personality part” of her 
job. Both Rodgers and Hammerstein are in constant 
demand for interviews, radio and TV appearances, 
benefits, articles on theater music. appeals to help 
voung composers and lyricists get started. 

Phone calls and letters and visitors requesting time, 
interest. and money from R & H must be taken care 
of. diplomatically. Appointments must be scheduled, 
then juggled when something vital comes up that re- 
quires a change. Also, for Mr. Rodgers, there are ap- 
pointments with his friends, his dentist. his tailor, his 
barber—all to be fitted into one of the world’s busiest 
schedules. Lillian fits them in! 

Correspondence is another tremendous task. Mr. 
Rodgers dictates in his huge office. where he sits at 
an antique table across the room from a concert grand 
piano, a long double sofa, and several comfortable 
armchairs. He answers all his mail and signs every- 
thing personally. This means that Lillian often fol- 
lows him around the city—from theaters to his apart- 
ment, and to restaurants—always carrying a sheaf of 
letters to be signed. The necessity for frequent dicta- 
tion also takes Lillian to the Rodgers’ country home 
in Southport, or to Boston, Philadelphia. Cleveland— 


\ scene trom -“The King and |.” another of the long-run hit musicals Lillian watehed 


emerge and develop into a triumphant success under the 


venius ot her two Dosse s, 
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wherever road shows or pre-Broadway tryouts find 
Rodgers and Hammerstein. 

Busy? Her 10 to 6 day is rarely long enough for 
Lillian, who says, “You can’t do it unless you love it. 
But, once the theater excitement gets you, it’s a 24- 
hour day —seven day Sa week.” 

However, its not Rodgers and Hammerstein to let 
Lillian’s ten years of devoted service go unappre- 


ciated. About six years ago, in a Boston hotel room, 
Lillian had just finished some dictation when Rodgers 
said, “Lillian, we don't like our deal with you.” 
“What deal?” asked the amazed Lillian. 
“Your salary deal.” said Oscar Hammerstein II, 


Rodgers (/eft) and Hammerstein (right) seem pleased 
with the progress of the rehearsal they are watching 


Lillian spends many hours with 
Mr. Rodgers at this antique table 
that serves as his desk. But, ex- 
plained Lillian as we took her photo, 
I’m usually in the opposite chair 

taking notes as fast as I can. 


Lillian checks some music at Dick 
Rodgers’ grand piano. “One of the best 
things about my job.” she says, “is 
hearing Mr. Rodgers in his office com- 
music.” 


posing Americas next hit 


sternly. “Weve decided,” they told her, “that vou will 
be paid a certain amount, in addition to your salary 
each week, for every one of our shows that is cur- 
rently playing.” Her base salary is large, and there 
have been as many as five R & H_ productions play- 
ing at once; so it’s plain that Lillian has a mighty 
pleasant arrangement w ith her bosses. 

Also, there have been gifts. A sapphire pin, a ruby 
ring, a television set, and an original oil painting are 
a few tokens of appreciation Lillian has received. She 
insists, however, that the satisfaction of working with 
these two men would be rewarding enough in itself. 
To hear Dick Rodgers, in the adjacent room, compos- 
ing America’s next hit music, to read future theater 
successes scene by scene as Oscar Hammerstein sends 
them in, even to sit in on auditions (which terrify her)— 
these are matchless experiences, 

About auditions, she says: “Everybody is nervous! 
The people watching are just as upset as the perform- 

























ers—and this includes Rodgers and Hammerstein.” 
In a way, auditions remind Lillian of the day she 
“auditioned” for her job, over ten years ago. Shed 


been working for another famous Broadway producer, 
and a friend recommended her to Rodgers. who was 
making the transition from composer to producer-com- 
poser. He wanted a secretary for a staff of one to do 
typing, stenography, bookkeeping, and a variety of 
routine chores in the small one-room office he and 
Hammerstein had rented. Lillian’s unassuming man- 
ner, as well as her experience and her training at 
Manhattan's Julia Richman High School, served her 
well. She was hired. 

On her first day at work, she found Dick Rodgers 
shy. He had never before worked with a secretary. 
He asked her: “How do you want me to keep my desk?” 

The two men get on royally with each other and 
with everyone else because, Lillian says, “they are 
peace-loving men who hate dissension, who will not 
hurt anybody and don't want to be hurt themselves.” 
Although they don't agree on every point, they com- 
promise without any trouble. 

The big difference between them is in working 
habits. Hammerstein, who usually writes the lyrics 
first, works slowly and painfully. Rodgers follows up 
with the music, which seems to come racing from 
him at a rapid clip. 

Hammerstein rarely asks Lillian to do anything for 
him. Rodgers is too dependent on her not to. One day 
Dick Rodgers remarked happily, “You know, Lillian, 
this is the most wonderful pen. It’s never empty!” 

From a staff of one to head of a staff of eight, Lillian 
has been through many changes. Mostly she has dele- 
gated such duties as filing, payroll, records, and switch- 
board (she takes over here once in a while “so | 
wont forget how”). Lillian still does a great deal of 
the bookkeeping, however, hires some emplovees, 
screens all others for Mr. Rodgers to hire. and takes 


The sitting room next to the office kitchen is a 
favorite spot for conferences whenever it's coffee time. 
Here Lillian pours a cup for John Fearnley, casting 
director for Rodgers and Hammerstein productions. 


care of most personnel problems (there are few of 
these). “We all get along exceptionally well. trom 
taking turns at making coffee to spoiling our bosses. 
We share deep affection for both of them, and even 
call Mr. Rodgers ‘papa among ourselves.” 


LILLIAN S SUCCESS is largely due to her ability to do 
a job before she’s asked for it. A man who is too busy 
to work on details is usually too busy to order them 
done or to check whether they have been done. Her 
employers have learned that neither is necessary. 
Lillian started on the do-it-yourself track soon after 
she went to work for Rodgers. She decided there was 
a great need for a catalog of everything Rodgers had 
written, whether published or not. Without questions, 
she spent several Saturdays at the public library re- 
searching all published music of Richard Rodgers. 
Then, for the difficult unpublished list, she managed 
to find plavbills of everv show he had had anything to 
do with and copied down all music credited to him. 
Finally, she uncovered programs from his college davs 
at Columbia. with the work he had done there—and 
her list was complete. 

Only when someone asked Rodgers about one of his 
more obscure compositions and Lillian pulled out her 
file listing the name, date written, and show it ap- 
peared in, did the composer realize that this invalu- 
able list had been prepared. 

As Lillian takes care of her bosses, they recipro- 
cate. She has attended every Rodgers and Hammer- 
stein opening, both Broadway premieres and out-of- 
town tryouts. fare paid. It's reached the point where 
Lillian is quite superstitious about being there; and. 
in Dick Rodgers’ words. “We dont want to take any 
chances. Youd better come to Cleveland tor the first 
night of “Me and Juliet.” 


OPENING NIGHTS, no matter where, are climactic mo- 
ments for Lillian. For a New York opening, she 
brings her theater outfit to the office with her. (She 
always wears plain clothes during the day.) “I work 
too hard to be all dressed up,” she declares. Too ex- 
cited to eat dinner, she works late and then hurries 
to the theater and just about holds her breath till the 
final curtain call. Then home to bed, resisting the 
temptation to wait up for the newspaper reviews. 
Next morning she reads all the notices and carries the 
papers in to the office. Everyone else has brought all 
their papers—and what a furor there is! 

But a successful opening means no letup in Lillian’s 
labors. First comes a deluge of congratulatory phone 
calls, then more requests for tickets; and very soon a 
new crop of writers with new scripts to sell. 

“It’s always hectic, but it’s never dull. And, most of 
the time, it’s just plain wonderful!” That’s how Lillian 
feels about being secretary to Show Business personi- 
fied in duplicate. 
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] OES YOUR BOSS use many personal names in his 

dictation—pepper his letters with sentences like 
“I saw Bill Palmer at the convention Saturday, and 
he told me that 


Spencer yesterday, we discussed . . .”? Or does he say, 


. or “While lunching with Joe 


“Send a letter to Gardner Schlenskihoozer”—and begin 
dictating it in the very same breath? 

If so, you have a real problem—and it’s too late to 
wish that vou had paid more attention, when in school, 
to the shorthand outlines for names. 

This problem is serious, for the misspelling of a 
name can destroy good will. If you misspell someone 
else's name in a letter. the reader may feel that you 
and your firm do business in a slipshod way. But, if a 
man’s own name—which he prizes highly—has been 
typed incorrectly, he is annoyed, to say the least, if 
not actually offended; and ruffled feelings will do 


nothing to promote good business relations. 


WHAT CAN you bo to assure the correct spelling of 
all names? Well, the following breakdown should 
cover most situations: 

Familiar Names. The first time a familiar name is 
dictated, it is wise to write it in full; but, if the name 
occurs again, you can abbreviate it. 

Unfamiliar Names. On these you should take no 
chances. When vour boss finishes dictating a letter 
that contains an unusual name, ask him how to spell 
it, and insert the longhand spelling in your notes. Of 
course, you should make a memo of the spelling of 
that name, for it may be dictated again the very next 
day. Too, during a lull in the day’s activities you might 
practice shorthand outlines for unusual names, thus 
turning the unfamiliar into the tamiliar. 

Familiar Names that Have Different Spellings. 
Many common names sound alike but have different 
spellings. For instance, is it Spencer or Spenser? 
Stewart or Stuart? Brown or Browne? In such a case 
you can cue the spelling by writing a longhand letter 
over the shorthand outline. A longhand s or c over 
Spenc(s)er would prevent an error, as would a long- 
hand ew or u over Stew(u)art and an e over Browne. 

Names of Addressees. A name in an inside address 
and on the envelope should be written exactly as the 
firm or the person wants it written. Some firm names 
start with the word The, and others do not. A woman 
might be a Miss or a Mrs. Your problem, therefore, 
includes addressees; and, of course, you will be sure 
that such names are correct. 


HERE ARE TWO SUGGESTIONS that may give you addi- 
tional help: (1) You might keep a list of the correct 
spelling of names that your dictator spouts so freely. 
Then you will never be embarrassed by having to ask 
him a second time for the spelling of any name. (2 

When the dictation is finished, you might ask your 
boss to let you have the incoming correspondence to 
use for checking purposes while you are transcribing. 
Certainly you would then never make a mistake on 


hames or addressees! 





is 
vour boss 


NAME SPOUTER? 


The first of a series 


BY MARIE M. 


STEWART 























How to handle the 


problem dictator 
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BY SUSAN M. ROGERS 


F YOU WERE TO ASK Dorothy Bond—America's 

Number One lady cartoonist—where the short road 
to success lies, she'd look you straight in the eye 
and say, in that vivacious, laughing manner of hers, 
“Beautiful, you tell me!” 

Youre getting it straight from a secretary who's 
gone places when Dottie Bond tells you that. in order 
to grab hold of the star you have your eye on, you 
need a big sense of humor, a measure of good luck, 
unremitting study, and hard work. It takes all that 
to make the *breaks” break your way, and Dottie 
knows what she’s talking about because she held all 
types of jobs—factory girl—selling in a department 
store—FORTY-FIVE successive office and secretarial 
positions—before attaining her present success. She is 
the creator of such popular cartoon books as “Govern- 
ment Gertie.” “Meet Me in the Ladies’ Room,” “But Oh, 
That Second Baby’; and her popular cartoon panel, 
“The Ladies” (John F. Dille Syndicate, Chicago) ap- 
pears in over 150 leading newspapers from coast to 
coast. 

At the ripe old age of fourteen years, Dottie was 
graduated from Carl Schurz High School in Chicago. 
Blithely clutching her diploma in one hand and hug- 
ging her lunch under the other arm, Dorothy Bond 
breezed forth into the world of commerce. An employ- 
ment agency sent her for an office job with a furnace 
sales company. Little blonde Dottie, adhering staunch- 
ly to the rules of Mamma’s etiquette (that one must 
politely knock on the door to gain admission ), stood 








eet En-Secretary 


tapping gently outside the office door for ten minutes 
before the boss discovered her and called her in. 

That was Dorothy Bond’s introduction to business. 
She landed the job, at the munificent sum of $14 a 
week. After a year amidst the glamour of castings, 
grates, and flue pipes, Dottie decided that a raise 
was in order. When the boss said, “No,” versatile 
Miss Dorothy Bond drew up a cartoon book boldly 
entitled “Life Among the Furnace Peddlers” and re- 
spectfully submitted it with her resignation. 

Dottie’s next business “mis-adventure” was with 
an employment agency. Every morning she rushed in, 
half an hour ahead of the boss, to scan the “help 
wanted” cards hastily in search of a good opportunity 
for herself. One day it came. She arranged an in- 
terview, secured the position, and promptly set about 
promoting her own downfall. Her new boss was a slow 
dictator; and, while he harrumphed over words, Dottie 
was busily sketching cartoons in her notebook. The 
executive soon became aware that his long pauses were 
being punctuated by odd little characters dancing 
across the pages, and once again Dorothy Bond found 
herself reading the want ads. 

Dorothy Bond was always a hard worker, but she be- 
lieves that there is a time in the day when a little 
fun should be injected into the office scene to re- 
lieve the pressure. By an odd twist of Fate, the boss 
would invariably appear, witness the “coffeeing” and 
frolicking, and Dottie would soon be briskly sent on 
her way with hat and final pay check in hand. 
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T cant schedule athing for tomorrow, 
Qeorge - plant will be practically shut down ! 


My Secretary istaking the day off! 0.21 
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This mixing business with clowning and cartooning 


meant that Dorothy was set upon a long road of one 
job after another—out of an office almost as soon 
as she was in. In the vears to follow, Dottie came 
to know every type of executive there is. Each boss 
presented another phase of human nature; and, with 
every new business adventure, her store of wisdom, 
understanding, humor, and tact was increased. She 
learned to laugh at the millionaire boss who insisted 
that she go through the mail every morning and soak 
off any uncanceled stamps for future use. (But she 
cheerfully did it!) She learned to laugh at herself 
and at the other feminine members of the great Ll. A 
in their struggles to achieve their 
bread and a little butter. It is this keen, sympathet- 


ic insight and her ability to translate the trials and 


(Industrial Army 


tribulations of the business girl into sparkling, breezy 
cartoons that have endeared her to millions and have 
won for her the title she so greatly cherishes—“Cham- 
pion of the Working Girl.” 

And now for the turning point in Dorothy Bond's 
lite. With the advent of World War II, Dottie de- 
cided, “enough of this job-hopping.” She took a U. S. 
Government Civil Service exam, with the thought that 
not only would she be helping her country, but that 
she could establish herself once and for all and grow 
old and secure working for Uncle Sam. When the 
examinations were graded and a big 94.6 was given 
hers, Dottie was quickly assigned to a Navy office in 
Chicago as a file clerk. bottom rank. 


HERE 15 THE TRUE WORKING GIRL ROMANCE / 
— 4 . 


fl MR. STORY AUTHORS AND ILLUSTRATORS! 


had that was 
importante, 
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On Dottie’s first day with the Navy there were 70 


employees in the office. The second day there were 


800 other newly hired bright green employees ( parked 


triple at the too-scarce desks). Dottie, because of 
24 hours’ seniority, was quickly promoted to Super- 
visor of the Teletype machine. Three weeks later, she 
was hoisted up another notch on the fast-moving pro- 
motion ladder. 

Perhaps it was her understanding of people’s prob 
lems that was at least partially instrumental in her 
being appointed secretary to the commanding officer 
all within a short time. Dottie was in the Navy now; 
and. since the commanding officer Was a captain who 
had no official aide, she was sister-confidante to all 
the officers and screened a great number of things 
that were sent to the captain's desk. It was at this 
time she began to envision a book of cartoons about 
the trials and tribulations of the Government clerk 

When the captain was transferred and replaced by 
a rear admiral, Dottie was still retained. It was then 
that she came into her first great. good break that 
meant the start of her career as a cartoonist. Busy 
as the rear admiral was, he still possessed the warmth 
and vision to see the human side of everyone. It 
didnt take long for him to notice that Dottie was 
cartooning on old letterheads, memo pads and her 
dictation notebook, but he didn't resent this little habit 
She confided to him her dream of a cartoon book 
based on the Government clerk’s experiences and the 


rear admiral encouraged her. (Continued on page 55) 
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she sat there amidst old cigar-soaked 
letters and bill! 4nd-then it happened! 4 
handsome mar. came into the office! It 
was the window-washer with pictures of his 
new Seventh baby 
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WHO'S GOT THE BUTTON? 


BY ADRIENNE FROSCH 


F YOU HAVEN'T YET had any experience with 
l the intriguing, much be-buttoned tvpe of telephone 
pictured here. youll find it helpful to have some idea 
of its seemingly mysterious workings. The dav might 
just come when you would be confronted with one of 
them—bells ringing. lights flashing. buzzer buzzing. all 
to vour consternation! But to the enlightened. the six- 
‘yutton phone is actually a pretty simple affair. 

Possibly you are familiar with the one-button phone 
that handles two lines. By simply turning the button 
vou can switch from one line to the other. 

The six-button phone works on much the same prin- 
ciple. The difference is that. in addition to having two 
outside lines, it also has a hold key, an interoffice con- 
nection with the boss. and a buzzer to signal him. 
These additional buttons allow you to check with vour 
boss first. to see if he wants to take the call coming in 
from “Old Charlie.” 

Let's see how it works. With this six-button phone. 
vou may sometimes get two outside calls at a time. 
(Other models provide for three outside lines.) Now 
suppose you are talking on line 0098 when vour phone 
rings again—another call. on line 0099 (the third 
button from the left in the photo). To answer it. vet 


not to cut eff your first party, is the problem. Simple! 


IS 


You merely ask vour first party to “hold the wire. 
please’—press the button marked “HOLD and— 
voila! you may now press the second button and an- 
swer vour second call safely. 

O.K.: so you want to let your boss know who is call 
ing. Then. once more. you press the HOLD button 

remember. it is now carrving two different incoming 
calls). Now press the key marked “INTER.” which is 
a private wire between vou and the inner sanctum, and 
then the button marked “SIGNAL.” This buzzes your 
boss. When he answers. ask him if he'll talk with Mr. 
Charles Jones on line 0099. If he wants to take that 
call. he'll press his corresponding key and talk to Mr. 
Jones on that number. 

Fine! Now back to the party on line 0098. He’s still 
there (the entire operation described takes only 
seconds ); so you once more press the 0098 button and 
continue your conversation. 

You will notice that there is also a button marked 
“CUTOFF —the last one on the right. Suppose you 
receive a very important personal call (the boyfriend 
wants a date for Saturday). If you'd like complete 
privacy, turn the CUTOFF button. This means that 
the boss can't connect with that line while you are 
talking, or accidentally inter- (Continued on page 51) 
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Do you ever baby-sit with the boss’s kids, or buy shawls for his Aunt Millie? This handbook is devoted 
to the services secretaries perform for their bosses and gives tips on doing them easier and better. 
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BY CONSTANCE LUDWIG 
illustrations by HELEN WRIGHT 
HE PAGES OF THIS HAND- 
i ee Now 
scuss ‘rsonal serv- - — Heavens 
BOOK di _— S pel nal ser The Personal Services that I do for my boss Always and No! 
ices that executives require and ex- Then _ 
plain how to do certain of them. “—- 
: : : 1. Help him with his income tax report............ 309 15% 55% 
But before we go into that phase of . : cite Me : 35 Te 
: 2. Buy Christmas cards for his personal friends... . i 25 6: 
the subject, we thought perhaps i paces Symes 1s . . 
: : ; , 3. Address his personal Christmas cards............ 36 26 35 
you would be interested in a quick - — id ; F 
. 4. Sign his personal Christmas cards............... 5 7 
roundup and an over-all view of . personal Christmas card - s , 
. 5. Buy his business ar *rsonal Christmas gifts : 32 55 
what secsetaries all over the coun- ) y his business and personal Christmas gifts.... 13 3 5 
: 6. Buy his person: NE ME cso ovunesniacde 7 2 7 
try report thev are doing. y his personal birthday gift helen 7 6 67 
= + . . 7. Take his childre ere ‘ ( 
The tabulation at the right will ake his children to the cireus.................. ] ) 90 
, ‘ 8. Make his vacati ‘servations. . ; 2 5 
give you an idea of what the most- ike his vacation reservations.................. $1 1 45 
; . 9, Bz -si i > oe * Wis in 
requested personal services are and y iby-sit with the young ‘uns.................... ] 8 91 
‘ . * 10. Take care of his b: ing -posit checks, ete 2 25 3: 
the per cent of secretaries who per- ake care of his banking—deposit checks, ete..... 1 ) 33 
- ' _B » tiekets fer hic meresnel eutestatense ‘ : 
form them. These figures were 1]. Buy the tickets for his personal entertainment... . 19 38 13 
: : 2 Cer hie ‘ning ; after affan tar hi 9: 7 
compiled from a questionnaire sent 12. Get his morning and afternoon coffee for him.... 23 ] 60 
. > rchase is > » * eats ; is a) 2 7 2 
to over four hundred secretaries 13. Purchase his lunch when he eats at his desk...... 21 17 62 
° -—(T . 2 . ore A - > ar € » 4 < e 
representing different sections of 14. Keep a personal calendar for him............... 69 16 15 
-_ . 5. Chase get cigars, ete. for hi 27 : 2 
the United States. 15. Chase out to get cigars, ete. for him.............. 2 31 4 
. ; ; », — er ane tt =~ ‘ 
Some of the secretaries ques- 16. Pay his family water bill, gas bill, ete........... 38 16 16 
, : : 7 , care . 1 ee i — 97 5) 
tioned even took time to give their 17. Give him tailor service —buttons, rips, ete....... i] 27 62 
sia tes ; « . ge ee oe ‘ P 
individual views on the subject. 18. Show the town to his visiting relatives.......... I ) "0 
Here are some quotes from. their 19. Do his outside pick-up or delivery chores........ 16 16 38 
; ‘ 9 . e . o = ms . . ‘ - ») 
questionnaires: 20. Help with jobs assigned to him by his club an 1] 85 24 
“My boss is more efficient than most. his personal affairs whenever I can. He is it different personal services on occa- 
Ile does not do many personal chores at engaged in several businesses and I do sions, but it is my feeling that relation- 
the office.”—Illinois everything for him in all these enter- ships should be kept at a more business 
prises.” Veu York like level ind that personal seTVIces 
“Tam on the lookout to help in every should always be kept to a minimum.” 
Wal possible around the office because a have an unusual boss tor he likes Missouri 
my boss is a man sixty-seven years of to do everything for himself.”—Alabama 
ive, and he is at his post six days a “I not only try to do all the personal 
week.”—North Dakota “My boss is a wonderful person. He is services mentioned in the questionnaire, 
never unreasonable in his demands upon but I also try to do them on my lunch 
“lL would be happy to do such services my time. I thoroughly enjoy doing every- hour. My boss is a very fine person, and 
for my boss, but he never brings his per- thing I possibly can to help lighten his I take a verv genuine interest in his 
sonal busine ss to the office as Kansas burde n of work.” Ohio work, his progress his defeats and his 
successes. I often wish I could do more 
7 ilwavs relieve iy boss of every pos- “if do not believe in rendering personal to help him f Maryland 
sible detail in his business affairs, and in services to bosses. My boss has hinted (Continued on page 50) 
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Do it gracefully 


FAMOUS orthopedic surgeon has a jewel of a 
A secretary. Her gracious manner to his patients 
and helpfulness to him are priceless attributes. She 
often bends down to remove the overshoes of some 
crippled person to make her more comfortable while 
waiting for the doctor. That was never listed as one 
of the requirements of her job; she does it through a 
desire to serve. No wonder the doctor cheerfully pays 
her a handsome salary! 

Probably the saddest words ever spoken are, “I 
wasn't hired to do that; my job shouldn't include 
dusting, running errands, arranging luncheons, buving 
Christmas gifts for my emplover's family or the staff, 
or removing overshoes. I'm a specialist in taking dic- 
tation and in office procedure. Tm not a_ personal 
shopper or the cleaning woman.” 

If vou feel that wav. vou are doing the wrong 
work, for there is a personal relationship between sec- 
retarv and emplover that is linked and strengthened 
by ties of service. The more services vou perform. 
the more efficiently your employer will be able to 
work; and you will become practically indispensable 
to the smooth running of his office. 


THERE ARE COUNTLESS LITTLE SERVICES you can do every 
day automatically, services that anticipate vour em- 
plover's needs. He may not even be aware of them: 
but fail to do one of them. and a chain reaction takes 
place. An unfilled pen. a dull pencil. or no available 
memo pad may mean an unsatisfactorv record of an 
incoming phone call from a client. That's enough to 
upset his whole day—and you'll hear about it. 

The anticipation of daily office requirements de- 
mands imagination and a desire to serve; but. if your 
services and vour foresight or imagination mean an 
efficiently running office and a happy boss, isn’t it 
worth your trouble? The boss may not realize that 
you arrive early enough to dust his desk and arrange 
everything in workable order, but that is one of the 


The Things You Do 


spy Elizabeth F. Trumper 


very tangible ways in which you serve. He takes it 
for granted that his pens are filled and his pencils 
sharpened. He knows his desk calendar is open at 
the right date; that his desk and files have been un- 
locked a few minutes before he arrives. He never vet 
has found his desk lighter empty, nor the small clock 
unwound. His desk blotter is spotless—it must have 
been changed recently. 

Foresight enters into many of these automatic serv- 
ices. Possibly you were sent out to get the can of 
lighter fluid months ago, and you know it is now get- 
ting down to the zero point. All right. that is one 
way to save time and add to your worth. Volunteer 
to get a replacement before being asked. Have sev- 
eral new desk blotters in stock; and, toward the end 
of the vear, put in your order for desk calendars and 
memo pads. 

Add to this foresight a little imagination, and you 
have an unbeatable combination. Dont close you 
eyes to the frayed cord on the Venetian blind, to the 
dried putty falling out of the window, or to the pecu- 
liar noise in the fan or air conditioner. Your boss 
wili appreciate your noticing such things and get- 
ting therm repaired. Although he may not have men- 
tioned it, he is grateful for that retractable cord you 
discovered tor his phone, and tor the clean white 
dial face that once was almost unreadable because 
of the dust and pencil marks. 


YoU EARN THE THANKS of you. boss every time you 
perform any job that makes his work go smoothly: 
and. if at times vou feel rushed by trivial details and 
requests to do this or that, remember your reason for 
being hired as a secretary—to save time and increase 
the efficiency of that very important person, your boss. 
He will measure your worth in dollars and cents ac- 
cording to your ability to anticipate and volunteer 
gracefully for the hundred and one things that you 
can do for him. 
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‘or Your Boss 


His personal finances 


NHE DICTIONARY Savs the word “secretary 
‘| comes from the Latin secretum, a secret; and 
there are hundreds of secrets that a secretary must 
keep, particularly those dealing with finances. People 
just don’t go around saying, “I earn $5.000 a vear.” or 
$10.000, or whatever the figure may be; vet the seer 
tary may not only know what her boss earns, but 
she may be entrusted to bank his checks and take 
care of many of his personal financial matters. Shi 
must guard this information as a strictly confidential 
matter—secretum. 

In addition to banking your boss’s salary checks, 
you may also deposit dividend checks and prepare the 
monthly reconciliation of his bank balance with his 
checkbook. You May be asked to pay his insurance 
premiums, his bills for professional services, his club 
dues, or the monthly statements from local department 
stores for purchases made by his wife. You know your 
employer's net worth in greater detail than, perhaps, 
his own family; but you never, never tell anyone. 
“Hmmm, | see the boss’s wite buys dresses in Blank’s 
basement” might be a tempting bit of gossip to pass 
on to the office staff. It also is an excellent way to lose 
your job. 


PREPARING THE BOss’s personal income tax is an- 
other confidential service you may be asked to per 
form. You can see that Form W2 is in your hands 
as soon as possible. Then ask your boss to get his 
savings account bank books to vou in order to have 
all accrued interest entered. Keep a list of all stock 
dividends he has received during the year and any 
taxes he has paid on property he owns, including 
both city and county taxes. From available receipts. 
figure any local city or county sales taxes as well as 
Federal and state gasoline taxes. The checkbook 
stubs will give vou figures for deductible donations 
to charitable organizations, but vou may have to jog 


his memory on donations that he has made in cash 


PODAY S SECRE] ARY e sept mber 1958 21 





From the check stubs, vou can also total all medical 
fees, hospital bills prescriptions, etc., to see whether 
any portion is deductible. Get a record of any enter- 
taining of business clients he has done for which he 
has not been reimbursed by the company. because 
this would be an allowable deduction. After you 
have made out the first income-tax form, keep the 


duplicate in a safe place so that next year your work 
will be easier. 


IF YOU ARE ASKED TO PAY BILLS or buv something for 
your boss and are to pay by cash rather than by check, 
get the money from him in advance and always get 
a receipt for what you buy. Since most men hate 
to quibble over pennies. have exactly the right change 
to return to him—down to the last cent. The keep- 
the-change notion mav add pennies to your pocket, 
but it is not businesslike and certainly is not necessary. 

There are always occasions when vour boss is away, 
and vou receive C.O.D packages for personal things 
he has ordered, Let good judgment guide vou. If 
vou recognize the company name and know that the 
items have been on order, pav for them vourself or 
get the money from the petty-cash fund. However, 
dont accept the purchase if vou have any doubt about 
its having been ordered. because vou may be left lit- 
erally “holding the bag.’ 

Does the boss come in some Monday mornings with 
personal letters to be mailed on packages to be sent? 
If vou work in a small one-owner office, the stamps 
probably come out of the office supply; but, in a 
larger organization, postage is an administrative ex- 
pense and generally is not available for personal cor- 
respondence; on the other hand, it is possible to bor- 
row enough stamps from the office if letters or a pack- 
age must go out at once. The boss can give you the 
money for the postage, and perhaps you can suggest 
an additional sum so that you can purchase a supply 
of stamps for his own personal use in the future 





When vou 
dso 


Shopping for him 


pee FOR THE BOSS can be tun and of 


real help to him. Many executives don't have 


time to shop; and, let’s be honest—most men just 
hate to shop. 

If your job is in an industrial area, you may not be 
asked to shop for vour emplover; but, if the retail 
stores are near where vou work, shopping is almost 
certain to be part of vour routine—one of the many 
things vou do for vour boss. 

If you are the boss’s personal shopper, you'll find 
it wise to work out vour own tickler system for re- 
minding the boss about approaching birthdays and 
anniversaries of members of his family and to have 
him help you get information about sizes and colors 
preferred. You can put this information on 5 by 3 
cards. Then mark down any purchase you make, so 
that there won't be any risk of duplication the follow- 
ing year. These cards will always show the dates and 
purchases that you have made; and you can refer to 
the proper card the next time you must buy some- 
thing for the same person. 

If the boss gives you an idea of what you are to 
purchase, be sure to ask for a second suggestion in 
case you are unable to get his first choice. And it 
would be wise to have him give you very specific 
directions as to the price range. Your own idea of an 
“inexpensive little gift” or a “moderate-priced gift” 
may be different from his. 

Around Christmas, department stores and specialty 
shops are very helpful in providing beautifully pre- 
pared and illustrated shopping guides to stimulate the 
imagination. You can read these and mark items that 
you think might be of interest as gift suggestions 
for members of the boss’s family; then show him the 
marked items for his approval. If you need additional 
ideas, the shopping service of the large stores will 
be very helptul. Their shoppers are specialists in 

















assisting the uncertain customer to make selections 
from the regular stock or from the very newest mer- 
chandise—quite ideal for finding a gift for the person 
who “has everything.” You might also keep posted 
by reading the ads in newspapers and magazines. 
Many magazines also carry gift-suggestion columns 
that feature items you can order by mail. When you 
spot the right gift, clip out the information about it 
and show it to the boss, with a “How about this for 
vour daughter?” 

If the boss wants you to select his Christmas cards 
for his business associates, order them early so that 
you can get them addressed and stamped in your 
spare time. If you are doing this for the first time, 
you may not have a list from which to work; but the 
next vear should be easier. By that time, you will 
have compiled a list of business associates to whom 
he will send cards. A star beside the name will in- 
dicate that he wishes to add a personal message. 
If you are to sign them, a check mark can indicate 
that “Joe Burns” instead of “Joseph P. Burns” will be 
in order. 


A WELL-PLANNED SHOPPING SPREE is fun. Know the 
stores and the best places to get the various things 
on your list. Don’t dash off to go shopping every day 
on your lunch hour, because the stores are crowded 
then and you will probably have eaten your lunch 
much too fast. Your boss will certainly expect you to 
shop when it is convenient for him and for you, but 
you can accomplish twice as much when you shop in 
the morning before the crowds arrive. Check with him 
to see if some morning can't be devoted to the task. 

Gift buving is fun; and, as you go from one attrac: 
tive counter to the next, you can remember that the 
clever shopper is sure to win a top spot on the boss’s 
admiration list. 
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SO YOU'D LIKE 


Y HE WAS a crackajack secretary, 
‘ but something has happened to 
her since she became supervisor. 
lhat was the latest office gossip. 
\t the end of her first week in 
Cl hew 


job, two stenographers 
gave notice they were leaving; at 
the end of the next week, another 
decided to quit. Morale was low. 
there was a great deal of hushed 
conversation in the washrooms. 

What had happened? As secre- 
tary to one of the vice-presidents, 
\Mliss Clark had been liked and re- 
spected by all. When the job of 
supervisor had been offered her, 
she did not want to take it. She was 
told, however, that she would be 
helping management if she = ac- 
cepted. It also meant a_ higher 
salary, and she had reached the 
maximum allowed for her secre- 
tarial job. Too, she would have the 
prestige of being part of manage- 
ment and—she would have a longer 
vacation! She finally accepted. 

She tackled the new work with 
plenty of pep and was astonished 
to find what a poor job her prede- 
cessor had done. She let others 
know how she felt about her prede- 
cessor; the second day she called 
her staff together to sav “things are 
going to be different around here 
from now on. But, after so many 
stenographers had given notice, 
Miss Clark began to realize she had 
gotten off on the wrong foot; so. 
she suddenly changed completely 
and began acting “palsy-walsy.” It 
did not get her anvwhere, though: 
the girls doubted her sincerity 

Things went from bad to worse, 
and Miss Clark finally asked man- 
agement for her old job back. She 
was through with supervision! 


UNFORTUNATELY, Miss Clark was 
with a firm that did not have a 
supervisors training program. The 
“brass” assumed that because she 


TO BE A 





UPerVvisor 


BY MADELINE 


S. STRONY 








This is the FIRST OF A SERIES of articles that will deal with 
the problems of the secretary when she “becomes boss” or 
reaches the rank of supervisor. This article is adapted from 
“The Road to Secretarial Suceess,” by lrene Place and Made. 
line S. Strony, which will be published this fall by McGraw-Hill. 








was a good secretary she naturally 
would be a good supervisor. More 
and more firms are discovering that 
supervision should not be assumed 
by the uninitiated and uninformed. 
It is one thing to work closely with 
one or two assistants, but it is quite 
another to be in charge of a depart- 
ment consisting of ten or fifteen 
people. 

Despite the fact that her firm 
had no supervisors training pro- 
gram, Miss Clark herself might 
have: 

1. Sized up the situation quietly 
and thoughtfully. 

2. Learned the details and rou- 
tines of each job that came under 
her general supervision. 

3. Retrained from criticizing her 
predecessor. 

1. Made changes gradually and 
only after she had discussed them 
with those who would be affected. 

5. Talked over work and _ prob- 
lems with each member of the staff. 

6. Encouraged, helped, and 
taught wherever possible. 

7. At least read one of the dozens 
of books or pieces of literature now 
available about what makes for 
good supervision. 

§. Asked advice of experienced 
supervisors or management. 

9. Assumed the initiative in ac- 
quiring “know-how.” 
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YES, MANAGEMENT IS FINALLY be- 
ginning to realize that office super- 
visors must be trained as_ thor- 
oughly as supervisors in the fac- 
tory. Firms who have taken too 
long to recognize this fact admit 
that it has proven costly, as it did 
in the following case: 

Florence Dame inherited the job 
Central Files. 
She'd been secretary to the presi- 


of supervisor of 


dent and, because of outstanding 
work, had been recommended for 
promotion. Miss Dame was very 
conscientious. She tried to learn 
all about the filing department— 
how the various phases of work 
were done; procedures, channels, 
follow-up — learned about every- 
thing except the people with whom 
she was to work; but, unfortunate- 
lv, she didn’t know very much 
about the basic principles of human 
behavior. Unwittingly, she violated 
several of them. She never praised 
“That takes time,” she 
said. And she was so busy she 


anvone. 


could hardly get her work done. 
She glossed over the problems of 
others; in fact, she felt that no one 
in the filing department had any 
problems—with the possible excep- 
tion of herself. How did she know? 
we wondered. 

“Have vou ever asked them?” we 


questioned. ‘Continued on page 50) 
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GOOD SHORTHAND STYLE 


BY FLORENCE E. ULRICH, Director of Gregg Awards 


S YOU WANDER AROUND your best effort will not bring the proved it, that the writing of ac 
£& the various department stores ultimate satisfaction that good curate shorthand increases speed. 
and look at the pretty fall styles, notes can bring. I know because, Today, my only wish is that you 
it may not occur to you that short- as a beginner, I did not realize will have the many hours of pleas- 
hand has style too. But it has—most how rewarding practicing for good ure practicing for good shorthand 
definitely! We say an outline has notes could be. I learned the hard style that I have had. Pleasure? 
good shorthand style when it shows way! After a few sad experiences, Absolutely! I was never aware that 
good proportions, is written flu- 1 discovered that poorly written there could be so much genuine 
ently, and can be read easily and notes were hard to read. I decided pleasure in writing shorthand until 
accurately, The style of your short- I must be more accurate in writing I began to practice for the improve 
hand notes is what makes them shorthand. ment of style that would qualify me 
stand out at a glance as beautiful, Later on, in my dictation classes, for membership in the Order of 
average, or sloppy. Poorly con- I found that my hand was slow be- Gregg Artists. (See illustration of 
structed notes can be as disappoint- cause of a tendency I had to draw certificate, below. 
ing to an appreciative eye as ill-fit- each outline instead of writing it Gregg shorthand is easv to learn 
ting clothing smoothly and rapidly. How, I pon- easy to write, and easy to read 

You have heard it said that any- dered, could I learn to write ac- Keep in mind that the prime reason 
thing worth doing at all is worth curate shorthand rapidly? Practice for learning it is to be able to take 
doing well. This is particularly true and more practice was the answer; down the spoken word verbatim 
of shorthand. Anything less than but I did not know, until experience and transcribe your notes accu- 
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rately and rapidly. By adopting a 
correct stvle at the very beginning, 
you lessen the time required to 
build speed. This is because correct 
formation of shorthand symbols in- 
creases both ease and speed of 
writing! 

In the next column, you will 
find two short writing tests for 
OGA candidates. One is to be used 
for Junior membership in the Order 
of Gregg Artists and the other. more 
advanced, is for full membership. 
If you are a beginner in shorthand 
take the Junior Test. If your notes 
are written fluently and are read- 
able. your test will qualify for the 
lovely Junior OGA Certificate 
and ‘or Writing Progress Pin. If vou 
are an advanced student. or secre- 
tary, take the OGA Membership 
Test. A beautiful certificate of 
\Membership OGA_ Em- 
blem Pin are awarded on qualify- 
ing tests. 


and/or 


WHEN PRACTICING the Junior OGA 
Test. write lightly, fluently, enthu- 
siastically! Check vour notes often, 
to see that you are maintaining the 
right proportion in the size of 
circles and length of — strokes! If 
k in coats is written twice the size 
of k in catalogue, correct it. There 
may be a slight variation in the 
lengths of these k’s, due to the 
nature of the joinings; but you 
should aim for uniform proportion 
in the size of your strokes and 
circles. Use the Gregg Shorthand 
Corrective Slide freely when prac- 
ticing for the improvement of your 
writing style. 

Remember that notes that are 
thick and wobbly will not win you 
an OGA award. While you will 
not be expected to make perfect 
notes in order to qualify, you must 
not draw the characters. The ex- 
aminer will expect your entry to 
show that you have mastered the 
forms and can write them with 
reasonable accuracy and fluency. 

If you would like to receive the 
beautiful certificate and/ or pin, 
send me the best specimen of the 
test that you are able to write. 
Full instructions for submitting 
tests appear at the right. 


SHORTHAND IS A WORTHY ART and 
will pay off handsomely in the years 
to come if it is mastered well. Use 
the OGA as a way to mastery both 
in shorthand speed and in transcrip- 
tion accuracy. 
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INSTRUCTIONS: Copy the tests here 
in your best style of shorthand, trying 
to make your notes look as nearly as 
possible like our expert penman’s notes 
above. The tests may be written in one 
or in two columns, on your regular note- 
book paper or on any other stationery 
that will allow you to do your best work. 
Ruled paper helps keep your writing 
uniform. 

The Junior Test is offered to enable 
the writer to see whether he is practicing 
correctly. It may be taken as soon as the 
copy can be written creditably. The Mem- 





bership Test is offered for those who feel 
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that they have developed a good practical 
style of penmanship that will assure ae- 
curate transcripts on the job. Acceptable 
specimens entitle the writer to member- 
ship in the Order of Gregg Artists (OGA). 

Test papers are judged on (1) the 
smoothness and fluency of the notes: (2) 
the formation of the characters as to 
proper curve, slant, and joining; and 
(3) the correctness of proportions main- 
tained throughout the specimen sub- 
mitted. A “Key to the Marking of OGA 
Tests” is returned with any failing papers. 
which gives detailed criticism of the 
faults of style noted by the examiner. 
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All about Money Orders 


F YOU ENCLOSE a $5 bill in an envelope 
| and send it through the mail, there’s a 
good chance that it will arrive safely. But, 
there's also a chance that it won't; so safe 
ways of sending money have been devised. 
One is the United States Postal Money Order. 

With the thought in mind that you may 
someday find yourself and your notebook in 
an office where money orders are frequently 
used, let’s take a look at the mechanics of 
buying and cashing them. 


SUPPOSE, FOR EXAMPLE, you wish to purchase 
a $5 money order for John Jones, of Dallas, 
Texas. Because the order will be issued for 
payment within the United States, it is 
known as a domestic money order, and you 
can buy it at any post office, large or small. 
At the post office, you fill out an application 
form, giving the amount of the money order, 
Mr. Jones's full name and address, and the 
name and address of the sender—you. At the 
special window for the purchase of money 
orders, the clerk transfers the information 
on your application to the money-order form, 
and you pay him $5, plus a fee of 10 cents. 
Other fees are as follows 
$ 5.01 to $ 10 15 cents 
10.01 to 50 25 cents 
90.01 to 100 
Having paid your $5.10, you have the order. 


35 cents 


Examine it carefully before you leave. Is 
the name spelled correctly? Amount cor- 
rect? If you find any errors, return it im- 
mediately to the issuing clerk. 

You'll notice that the order is in two parts. 
The small part is the purchaser’s receipt, to 
be kept until Mr. Jones receives the money 
order. The other part is the money order 
proper, which goes to Mr. Jones. 

But suppose you lose the money order (oh, 
no!) before you send it off? This, of course, 


is awkward, but the post office has made pro- 
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vision for lost orders. You may apply for 
duplicate of the order from the post office 
and it will be issued after 36 days have 
elapsed following the date on which the 
original order was issued. 

The Government also issues international 
money orders, for payment in most countries 
Had Mr. Jones lived in Paris, France, you 
would have obtained his $5 money order by 
a similar procedure at any first- or second 
class post office. Some of the third- and 
fourth-class offices also issue international 
money orders. 

e 
CASHING A MONEY ORDER is a simple procedure 


If it is made out to your firm, for instance 


n payment of a bill, your firm endorses 
the money order on the reverse side and 
may then cash it at any bank or post office 

Before you accept a money order mailed to 
your firm, check two things 

One: The date stamped in red on the front 
of the money order. The post office will not 
cash a money order if more than a year has 
elapsed since its purchase. 

Two: The number of endorsements on th« 
back of the money order. Usually a money 
order will have no endorsement when you 
receive it. Occasionally, ownership of the 
money order will have been transferred by 
endorsement before you receive it. The post 
office permits one transfer of ownership, but 
no more, 

The American Express Company, as well as 
some smaller firms, also issues money orders 
They are similar in form to the Government 
orders, and the rates charged are the same 
You can buy them in many department 
stores, drug stores, stationers, and even som: 
supermarkets. Many of these places are 
open after the post office has closed. To 
find an agent in your locality, call the Ameri 
can Express office. 
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Just Teasers 


BY E. LILLIAN HUTCHINSON 








words 


DIVIDING THE WORD 


The words given here are divided according to 


their syllables. If you were typing them and were 
nearing the end of a line, where would you 
divide them? (Hint: Divisions must always be 
between syllables, but certain divisions are more 
readable and are preferable to others. ) 


l. a-chieve 6. o-mit-ted 
2. dair-y 7. old-fash-ioned 
3. crit-i-cal 8. busi-ness-man 
4. reg-u-lar 9. con-vert-i-ble 
5. nec-es-sar-y 10. in-tro-duce 





WHEN THE SINGULAR ENDS IN S 


The following nouns end in s (or an s sound). 
How are their plural forms spelled? (Do you 
need to review the rules for forming plurals? ) 


l. surplus 
2. hostess 
3. church 
4. stimulus 
5. climax 
6. species 
7. chassis 
8. mouse 
9. corps 


10. analysis 


THAT FINAL SILENT E 
In the following words, what happens to the 


final silent e when the endings shown are added? 
(Do you know the spelling rules involved? ) 


l. arrange-+ing 


to 


change + less 

Oo. expose--ure 

4. advertise+er 

29. CONCISC-—-Ness 

6. hope+ful 

7. service able 

8. approximate+ly 
Y. assure+ance 


10. due+ly 





THEY SOUND ALIKE—BUT 


In each of the sentences that follow, choose the 
word that correctly expresses the meaning. 


l. 1 was (billed, build) for many more items than I 
needed to (billed, build) the garage. 

2. To advertise the new breakfast (cereal, serial), 
the manufacturer is enclosing a story of the Old 
West in (cereal, serial) form. 

3. He was fortunate not to (brake, break) some 
bones, for the (brake, break) on his car did not 
hold. 

t. In the first (phase, faze) of the negotiations, 
the uncertainties did not (phase, faze) me at all. 

5. With a (mite, might) of coaxing, she (mite, 
might) consent to sing. 

6. He is suffering a great deal of (pain, pane) from 


the cut he received when the (pain, pane) broke. 





CHOOSE YOUR PRONOUN 


In each of the following sentences, select the 
pronoun that you consider correct. 


1. Mr. and Mrs. Wilson invited (he, him) and his 
wife to attend a concert. 

2. (We, Us) girls are planning a picnic. 

3. It may well have been (they, them 

4. Olive is a better typist than (she, her). 

5. Salesmen like (him, he) can always find jobs. 

6. If I were (her, she), I should be delighted to go 
to the dance. 

7. Count on (me, my) arriving on time. 

8. (Who, Whom) do you wish to see? 

9. Send the research study to (whomever, whoever ) 
will make best use of it. 

10. Can Maud sing as well as (she, her)? 


(Key to teasers on page 51) 
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A new suit tor tall? We suggest this smart Suit- 
maker outfit tailored by Handmacher that comes 
with its own wool-jersey blouse. The color of the 
blouse is picked up in the trim on the tiny chest 
pockets and the collar to give you a color co- 
ordinated ensemble. Jacket is semilined; six-gore 
skirt has a gentle flare. In medium or dark gray 
with vam trim, or brown with apricot. Sizes 10 to 
16: 7 to 15. Price (including blouse) is $50. At 
Lord & Taylor's. New York; The Blum Store, Phila- 
delphia; Charles A. Stevens, Chicago; Himelhoch 
Bros., Detroit; and Denver Dry Goods Company, 


Denver. 
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something for September 


September is a month when you feel your wardrobe needs something. 


The faint tang of fall is already in the air, and the girls in the office are sporting new suits. 


Here is a crop of secretary-styled fashions 


to give you something extra special for Septernber and 


to brighten your wardrobe all winter long. 





There's often an empty hanger, for this dress 

is too pretty to leave in the closet. It’s a 

Gay Gibson wee-waisted style with a fluff of Angora 
at the neck and sleeves. Wool. with rabbit hair, 

in brown and turquoise, gray and yellow, or gray and 
ed plaid. Sizes 7 to 15. About $23, at B. Altman 

& Co.. New York: Julius Garfinckel, Washington: 
John Wanamaker, Philadelphia: J. L. Hudson, Detroit. 


For those first brisk days when the office is 

frigid, vou'll want this McKettrick dress of 
Milliken’s wool and nylon Cuenetweed. Its remov- 
able linen collar is underscored with a black 

satin bow: a half-are seam detail crosses 

the bodice to the hip pocket. In copper, gray, 

red, green, mauve. Sizes 10 to 20. About $18, at 
Stern Brothers, New York: Gimbels, Philadelphia 
or Milwaukee: or Bon Marche, Spokane. 




































his Greta Plattry coat-dress, slim and sleeveless, 
can be worn with or without the crew neckline 
<weater. Wool flannel in camel, red, black, o1 
charcoal. Sizes 7 to 15. About $23. The deep- 
ribbed sweater comes in white, black, beige, o1 
gray: sizes small, medium, or large. About $13. At 
Lord & Taylor's, New York: Higbee Co., Cleveland: 
Marshall Field's, Chicago: Nieman Marcus, Dallas. 


Plaid bow and cuff links of this boy shirt match the 
pleated skirt. Designed by Campus Casuals, the 

skirt is made of Milliken’s washable orlon-and-wool 
blend “Lorette” and is pleated for life. In red, navy, 
or brown plaids: sizes 10 to 18. About $11. The 
cotton blouse is $4 and comes in white, pink, or blue: 
sizes 10 to 16. Tie and cuff links are under $3. All 

at Rike-Kumler Co., Dayton: ZCMI, Salt Lake City: 


Stix, Baer & Fuller, St. Louis: Macy's, San Francisco. 


Perfect for perfect secretaries is R & K’s 
button-front dress with push-up sleeves and a 
convertible collar. In purple, red, slate blue, 
camel, or green wool. Sizes 10 to 18: 9 to 

17. $23 at Hochschild Kohn, Baltimore; Lord & 
Taylor's, New York: J. L. Hudson, Detroit: 
Mandel Bros., Chicago: The May Co., Los Angeles. 
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34 “Camellia Cut” created by MICHEL OF HELENA RUBINSTEIN 
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MAIR 


BY HELEN WHITCOMB 


S YOU TUCK AWAY vour bathing suit and file 
. in the not-until-next-vear category. it’s 
time to take a quick appraisal of your beauty assets. If 
the office bov raises a quizzical eyebrow as he glances 
at your coiffure some morning and asks if you got 
caught in a wind tunnel. vou know vou'd better get 
back to beauty routines—but quick. Dried-out. flvaway 
hair can spoil the smartest fall outfit and bring snide 
remarks from the sweetest of mail boys. 


Wuat To po? Get out your hair brush, for hair beauty 
repair begins with a brush. Brush your hair thoroughly 
every night—fifty strokes take just a few minutes and 
do a double beauty job of toning up your complexion 
as Well as your scalp. They ll stimulate the oil glands 
to supply the correct amount of oil and will distribute 
the oil to the parched and frizzled tips of your hair. 

To step up the circulation to your scalp, bend for- 
ward as you brush. Use upward, outward strokes, lift- 
ing the hair as you sweep out the day’s accumulated 
dust and dirt. Make this a nightly routine, and it wont 
be long before youll notice the shine beginning to 
creep back into your hair—and it will feel springier, 
less brittle, more manageable. You might even equip 
yourself with a small brush to carry in your purse 
or to keep in your desk. Youll find it’s actually easier 
to arrange your hair with a brush—and much more 
beneficial. 

If your hair is very dry, a little extra lubrication is 
in order. Investigate the lubricating hair creams sold 
at beauty counters. And you might try your own home- 
style hot-oil treatment before your shampoo. It isn't 
complicated. You merely warm up some olive oil (or 
any vegetable or mineral oil will do). This can be 
done either by heating it in a saucepan or by standing 
the bottle in a basin of hot running water until the 
oil is warm. Then. parting your hair into one-inch 
sections, rub the heated oil into the scalp. When the 
oil has been applied. massage your scalp. The experts 
recommend that you place your fingers and thumbs 
on each side of your head and then, starting from the 
base of your neck. spiral forward, massaging vigor- 
ously but gently. Let the oil remain an hour or so 
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to soak in thoroughly betore vou begin your shampoo. 

Youll probably find that it will take several appli- 
cations of suds to get all the oil out, but this extra 
rubbing and scrubbing is beneficial in itself. It stimu- 
lates the blood stream and vour own natural oils are 
encouraged. Use a bland shampoo—a soapless deter- 
gent if you live in a hard-water area. Rinse carefully 
with lots of warm water. A hand spray or shower is 
best, but you can do a good job with a cup if you 
change the water in the basin three times. After your 
hair is thoroughly clean, finish up vour shampoo with 
one of the wonderful cream rinses that are available. 
If you haven't tried a cream rinse, you'll be delighted 
at the lovely sheen it will give your hair, the soft and 
silky “feel” it will acquire, and how easy it will be 
to manage. 

Blot your hair with a fluffy, clean towel and wait 
until it is almost dry before you begin your pin curls. 
Your wave will be much softer, more controllable, if 
you set your hair when it is just slightly damp, not 
dripping wet. If you are plagued with split ends, 
look to your setting technique. Never use sharp hair- 
pins, or combs with broken teeth. Rubber-tipped 
bobby pins or clips are much kinder to your hair. 


Ir TOO MUCH O1L is your hair problem, your program 
also should include regular brushing, to bring your 
sluggish scalp back to normal and reduce the over- 
activity of the oi] glands. Your brushing should not 
be too vigorous. but it should be enough to spread the 
oil through the hair so that it will not clog the scalp 
pores. More frequent washings are in order—every 
three or four days is not too frequent if your hair 
demands it. And you, too, can finish off with a cream 
rinse to add gloss to your hair. Youll find that, be- 
tween shampoos, a dry-towel rub will help remove 
excess oil from the hair strands. 

No matter what your hair problem, the cure will 
take a bit of effort; but you'll soon begin to see results. 
Celebrate by treating yourself to a new hair style, 
short-cropped and softly waved to show off your 
glossy tresses. Youll be all ready for fall—back to 
business and back to beautiful hair! 
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PLASCO 
ALL PLASTIC 
ENVELOPE 


MOISTENER ' 


Unconditionally gvar- 
anteed! Permanent flat 


water-soluble spots 
from 
Secretaries everywhere 
say 
greatest moistener ever 
offered 
today 





| plastic head. Nothing \ 
| to wear out or replace } 

. ever! WORKS ' 
EVERY TIME. Also \ 
fine for removing } 


your clothes 


Plasco is the 


Order yours 


PLASCO MOISTENER 


| PLASCO MFG. CO. 


AND BASE 


2 for 75« 3 for $1.15 POSTPAID 
No ©.0.D.‘s please 
ORDER DIRECT FROM YOUR 
STATIONERY DEALER, OR 


St 





39:3 
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Cotton Belt Bidg 
Lovis 2, Mo. 











SEWING 
THREAD 


100 SPOOLS 


1: 


90 Different Colors, plus black and white. Amaz- 
ing bargain! 100 spools of thread, every color you 


can think of—only $1. That’s only a penn 
spool! Perfect for mending, darning, sew 
patching. All colors. (16 shades of blue alor 
Easy to match any color fabric. Fine quality, 
50, mercerized thread. Rush $1 with name 
address. Money-Back Guarantee. Only 3 order 
a customer. Barclay Grant & Co., Dept. M- 


151 East 81s 


ya 
ing, 
re!) 
No. 
and 
s to 


31, 


t Street, New York 28, New York. 











Use Typewriter or Longhond 


Make Money at Home 
ADDRESSING ENVELOPES \j 


FOR ADVERTISERS 


. Good Full or Spare 


Time Earnings. Satisfaction 
Gueranteed. Mail $1 for Instruction Manual. 
STERLING, Dept.S-1, Great Neck 1, N. Y. 














Here's What You DON’T Learn 


in School! 


€ | Ss, girls 195 () ‘ 
uts’’—the most rollicking, comprehensive re 

g ever compiled for the modern. secretary. 

verly illustrated by secretary-author Magi Max 
OOK 18 Studded with won ous 1dcas 

long career in New York adver 

, general ottice, and newspaper fields. S 

| New Books. Box 1432-T, GPO, N. Y. 1, WN. Y. 
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The Hobby That Changes 
Course of People’s Lives 


WORLD'S LOVELIEST trees perfectly 
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H' HOPE YOU HAD 
mer, all the 

vacation and wonderful week ends could 
hold. My desk is just heaped high with 


exciting 


a grand sum- 
| 


with good times a 


new shopping suggestions that 


have come in all summer while we've been 


Inissing trom your mailbox. 


Pearls for Wisdom. Pearls are always 
popular, as every wise girl knows. And 
some of the prettiest pearl jewelry we've 
seen is this circle swirl pin, with its 





Set with real cultured 
pearls, these smart accessories are done 


matching earrings. 


in a gold finish. The price: a kind-to- 
vour-budget $2.50 tor either the pin or 
earrings; $4.50 for the set. (Prices in- 
clude Federal tax and postage. ) Order 
from Aimee Lee, Dept. TS, 545 Fifth 


Avenue, New York 17. You'll be delight- 
ed with the pretty gift wrapping that is 
included free. 


Pocket. 
this fall, 
this utility case can be. Just snap it in 
vour note book, and you v¢ an extra por k- 
for all the 


Extra 


ri lasse Ss 


If vou re heading for 


you know how hand, 








et pens, erasers, cosmetics, 
and other odds and ends you want to 
UTILITY CASE 
RING BINDERS 
Pail 
e Mm ia 
ie 
~~ fil 
keep handy. Made of heavy plastic, the 
pocket has a zipper opening and is de- 


signed to fit 
binder. 


either a two or three-ring 
It is priced at $l, postpaid, and 
can be orde d trom Te rry Robe rts. De pt 
TS-1, 116 I 33rd Street, New York 22 


ist 


19 


September, 


5 


> 
2 


For Lazy Christmas Shoppers. Christ 


mas may be months away, but you know 
how fast it can creep up on you. To 
make your Christmas shopping casy (and 
to help with all your gift shopping no 
matter what the occasion), the Robert 
W. Kellogg Company has compiled a 


catalog of interesting gilt suggestions for 
all members of the tamil. Phe catalog 
is free: just write Robert W Kellogg 


Company, 29 Hillman Street, Springfield, 
Mass. Youll find that the catalog will 
save you many shopping hours 
feet 
ment of attractive gifts as close as your 
mailbox. 


and SOT¢ 


and you'll have an unusual assort- 


Ends Puff Problems. 
of Pond’s Angel Face, 


If vou 


you will be pleased 


are a lover 


to know that you can now buy velour 
replacement puffs for the mirror cass 
Called Vani-Pufs, they are individualls 


packaged and sell for 10 cents at beauty 
counters, 


Another boon to 
Waterman's “Schooltime 
a tan simulated leather fold- 
er containing a notebook with class sched- 
the ol 


Schooltime Secretary. 
schoolgoe rs 1s 
Secre tary Tr 
ule on 


cover either 


al choice 


and 





a Waterman's Flair retractable ball-point 
pen Waterman's Skywriter fountain 
pen. The entire unit sells for $1.95 (the 
price of the It by 


chased in stationery, drug, and depart- 


or 


pen alone Cah pur- 


ment stores. 


Economy Invitations. 
ning a fall wedding, 
investigating the 
Stationery. The 
complete line of white vellum invitations 


If you are plan- 
vou ll find it’s worth 
Flowe! 
Regency people have a 


new Regency 


announcements, reception cards, intot 


mals. ete.; and all are heliograved, which 
(translated ) means the Vv require no costly 
engravers plates but produce the sami 
impeccable raised effect. You'll find that 
this process offers a considerable saving. 
Invitations and tor 


announcements, Ili- 


stance, are 50 tor $8.40 or 100 for $12.60. 
Available at department and_ stationery 
stores. 





SHOPPING 





All-Over Lotion. Lanolin Plus prod- 
ucts, so long a favorite with dry-skinned 
girls, have added another 
their list. 


designed to 


new lotion to 
This is an all-over body lotion 
skin, It 


contains lanolin-rich softening ingredients 
to keep all your skin soft as a kitten’s ear. 


relieve itchy, dry 


Monogram Magnifique. Smart to wear, 
smart to give is this unusual pt rsonalized 
sterling-silver necklace. It is made to or- 
) 


der by hand and can be had in either a 


\ 


three-letter name or monogram. Done in 
good-looking < hunky modern letters, the 
monogram is 1% inches long, on an 18- 
inch chain. Price is $3.60, including post- 
age and tax. Order from Edith Chapman, 
Dept. TS-9, 50 Piermont Avenue, Nyack, 
New York. Sorry, no C.O.D.’s. 


Happy Opening. Ever poked into the 
cellophane covering a box of powder only 
to have it “poof” out—all over your good 
black Harriet Hubbard Aver 
come up with a clever packaging device 


to end all this. 


dress! has 


Her Luxuria Face Powder 


has a new “can't spill” box. Just pull the 
string, and the cellophane zips open in a 
clean arc around the box, leaving you 


ind your powder separate until you apply 
it. Price is $1.25, plus tax, 
with 


1 
dusting chores 


Down Dust. Want to cut your 
(and who doesn't)? Try 
the new Silicone-treated household cloth, 
Conniver, that applies an invisible film to 
keep dust and dirt from clinging to any 
surface for days at a time. Use on wood, 
glass, porcelain, leather, silver, or to drv- 
wash vour car. When cloth is soiled, it 
can be washed. Conniver cloth 12 by 18 
inches is $2; three for $5, postpaid, Sold 
with money-back guarantee by Madison 
House, 62 Madison Building, 40 Fargo 
Street, Boston 10. 


Glittering Practicality. Knowing how 
handy a brush is to keep your hair just 
80, Breck has introduced the Breck Eve- 
hing Set, a pretty, gold make-up kit 
fitted with a miniature hairbrush, comb, 
and clothesbrush. The brushes have nylon 








bristles; the kit 
room for other essentials. Priced at 
plus five cents tax. 


« and 
,—= 


32.40, 


has a zipper clos 


Free Painting Pointers. If fall has in- 
spired you to do a little redecorating in 
your room or apartment but vou re a little 
doubtful about vour technique, you can 
how-to-do-it booklet that 
Just write the Du 


Finish S 


a tree 
is issued by Du Pont 
Pont Company, 


send for 


Division. Room 





D-7147, Wilmington 98, Delaware, for 
your free copy of “Going to Paint?” 
Liberally illustrated, this 36-page booklet 
tells how to finish walls and ceilings, | 


woodwork. floors, furniture, and even of 


It he Ips you 


“how” of house painting. 


turn out a first-class job. 


Soft Spot. Something new is intro- 
duced in kitchen mats—sponge mats 
made of neoprene, Du Pont’s chemical 


rubber. These new Akro-Foam mats re- 
semble braided rugs and come in bright 
colors (yellow on red, black on red, wine 
on gray, blue on gray, yellow on green). 
In two sizes: 18 by 30 inches about 
$2.95) and 18 by 38 inches (about $3.20), 
Akro-Foam mats are 
The Buxbaum Co., Canton, Ohio 


you ve a long ironing job 


manufactured by 
\W he n 
even whe n do- 
ing your regular dish washing and lJaun- 


dry chores—you will appreciate their 
soft buoyancy that lessens the strain 
of standing. Best of all neoprene makes 


strong and tough, 


highly resistant to oil and grease spatters. 


these rugs « spec ially 





Bars and Stripes. Something new in | 
bar pins is this gaily striped pair wrapped 


with colored leather. They at 





come In 
sizes and look most attractive when worn 
as a pail 
er. In 


navy 


mamma and baby sizes togeth- 
“gold,” with red, green. brown, or 


leather, Priced at $2.50 each, or 


$4.50 for both, including tax and postage. 





Write The Leeway Company, Dept. TS-9, | 
505 Fifth Avenue, New York. They are | 
handy for anchoring a stole now—for be- 
decking your suits and woolens all winter. | 


| 


Lavish with Lanolin. Most marvelous | 
pepper-upper in the world for hair in 
poor condition is lanolin, the oil that most 
closely resembles the natural oils of hu- 
man hair. To give vour hair added gloss 
and the Helene 


Creme Shampoo contains plenty of lano- 


sottness, new Curtis 
lin (more lanolin than any other leading 
brand, manutacturer 

There are also special water-softening 
agents to lather 
even in hard water. A 4-ounce jar costs 
69c. If your hair is dry, you'll want to 


try it. 


according to the 


give you mountains of 
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keep your lips..ck 
on, YOU 





NU*Lips 


< 


lipstick protector 









Keep your lipstick off 
your veil, your napkin, 
your man! Keep it on 
you all day long by 
brushing clear, 
liquid Nu-lips over 
‘ your favorite lipstick — 
eT even the creamiest kind! 
$1 plus tax 

If unavailable locally, send $1.20 


G ‘ 
to Renctr parfums Itd. 


120 w. 42Nb s1 im. Bt 













What 
can 


POWERS 


\ do 


for 


es. 


Well, mo‘am, unless you're the perfect woman, the 


answer is, “‘a great deal.*’ If you want to be 


better secretary, coreer girl, business woman, wite 
or friend John Robert Powers’ expert instruc 
tors will guide you to a new attractiveness of person 
and personality Poise and self-assuronce con 


be yours through improved posture, weight, figure 


wardrobe styling, make-up, speech, walking, groom 


ng Remember there is ao Powers Course for 


every schedule, every budget. Congenial evening or 


Soturday groups. Private daytime instruction. Budget 


plans ovailable 
Visit, write or phone Sve Summers. 


Ask for our ‘‘Poise’’ booklet. We'll be pleased 
to send it to you free 


POWERS SCHOOL 


247 Park Ave., New York 17, N. ¥. PL 5-0165 


ALSO FALL AND WINTER COURSES IN CLEVE. 
LAND and DAYTON. Write for Ohio schedule. 











Patterned for 
today’s secretary 
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$429-——-Get your fall wardrobe off to an economical start by sewing this high-style 
dress. Sleeves are cut in one with bodice: button tab on neckoand is repeated on 
cuffs and pockets. Sizes 12 to 20: 35e. 


14403—A high jewel neckline (just right for your favorite scarf) and stitched yoke 


trim make this dress pretty with or without its waist-length jacket. Sizes 11 to 15, 
12 to 18: 35e. 


/ a $408—You can make this pretty striped blouse in short order—sleeves and blouse 
me Simphaly 


{ “a are cut in one. With it we suggest 4414, slender skirt with twin pleats in front. 
‘ Blouse sizes 12 to 20, skirt, 24 to 38: 35¢ each. 
Simplicity patterns are available at most variety and department stores. 
88 TODAY'S 52CR2TARY © September, 1953 

















_D— 


E -_ 


<—N=6 








aT — —L—~A_S—H 
HE SHORTHANI ARTICI CAN B READ BY ANYONE WH 


1 HAS PINTISHED THE FIRST TWO CHAPTERS OF THE MANE Al 
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MAN WITH 


TWO CAREERS 


BY ELSIE LEFFINGWELL 
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ST 





To compute 


speed, divide total by number of minutes; or, t 


speed, note the number indicated at the end of the last 


» get net sp 


line vo 


ed, 


i copied completely and add 1 for each additional 5 strokes typed. To 
subtract 


10 jor each error before dividing by number of minutes. 


get 


gross 


£ 





His name was Bosco, and he was a 
cross between a toy collie and a spitz. 
He was very pretty, a tan trimmed with 
white, and he had a lazy disposition. 
He had been living for four years now 
in Tennessee with Mrs. Flanagan and 
her two small tots. Mrs. Flanagan had a 
sister out in California and decided 
one day to take the children and visit 
her. Since it was not certain how long 
they would be gone, she had Bosco 
packed in a box and sent by express. 
However, he arrived ahead of them and 
was kept in the express office over 
night. 

When the Flanagans got there the 
next day, they went to the express office 
to get their dog. They all loved him; but 
bad news was waiting for them. Bosco 
had chewed a hole in the top of his 
crate and had squeezed through it and 
escaped. The express people were very 
much excited, and a search was begun 
for the lost dog. They ran ads in the 
papers, offering a reward, and the 
Flanagans looked all over the grounds 
of the express office—but no Bosco. 
He had just disappeared. 

They stayed in California for a 
month and then returned to Tennessee, 
but to a different address. One day, 
eight months after they had returned, 
Mrs. Flanagan passed by their former 
home in a bus and saw a dog sitting in 
front of the place. He was very thin 
and his coat was disheveled, but it was 
Bosco. She got off the bus at the next 
stop and threw her arms around the 
dog; and he knew her. 

Then Mrs. Flanagan asked about the 
dog. She wanted to find out how long 


Words 
7 
15 


30 


69 


298 


he had been there and who had brought 
him. A man living across the street 
said that nobody had brought the dog. 
He had just showed up there two 
months before. And although Bosco 
was still pretty thin, the man said that 
the day he arrived he had been just adog 
skeleton with skin stretched over his 
frame. He had sores and was dirty and 
sooty. He limped and could barely move 
about, but he hung around the apart- 
ment house, the only home he knew, 
and would not be driven away. The man 
thought the dog might be Bosco, and so 
he fed him. He had no idea, though, 
that the dog had been to another state 
and had found his way back. He thought 
he had just strayed from his new home 
in Tennessee; and, not knowing the 
Flanagans’ new address, the man did 
not know how to notify them. 

Almost overcome with joy, Mrs. Flan- 
agan called a taxi and took Bosco 
home. It was a most happy reunion. 
But, they began to wonder if their 
emotions were playing tricks on them, 
and so they set about checking up to 
make sure it was their dog. All his 
markings checked perfectly — white 
nose and white neck and white feet and 
a white tip on his tail. 

There were tears in their eyes as 
they hugged the weary dog. Of course, 
he slept in the house that night. When 
the family went to bed, he went too. He 
went over and lay down against the wall 
and turned over on his back with all 
four of his feet up in the air. It was 
an outstanding habit of his; and, if 
there was any little tinge of doubt re- 
maining in their minds, that ended it! 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


Words 
306 


Adapted from pages of the book, Just a Mutt, by Eldon Roark, published by the McGraw-Hill Book Company 


TODAY'S SECRETARY e@ September, 1953 


10 





TRANSCRIBING 


SPEED PRA CTIEIC 





e as the C.T. Test across the page, and it is 
npoute 7 


e sn provided so that vo 
rthand Compute your rate on this word-counted mate 








you do when typing me 


i can test and compare your speeds ot typing from print an 
rial in the same way jing the 


K 


d 





tiie 6 BOs ag 4 
Mine a icihe. Did lara 
oe ae ee” ee 
we Al. ot y~rthe 37 
Bo CF weg Chae 
MH ge 2 dmc HON my HR 
Cas FT. UR S__-e 8 
XH vO nf Po” LS 


rte G Ret eae 199 


ee ee ae ee Fs 
ee SO a ae 
a oe eer +, 80234 
tess 6 0 + 2 2 
See ee ee ae eae 


TODAY'S SECRETARY ¢ S 


C/ sr CPs OOS oe il th 


~~ 


i—F i a ee bee 
ee a pe a os 


“vy 


CO’ Fd oa ¢ > = we _ 


L177 


OT « —/ 


OP eign ®t Leas tie Te 


“2 


as € Ae? “ul « 


tember, 1953 


258 
269 


2TT 


284 













ae ‘ 
i . 
oO - F 
“ OF P ; ai - a e- 









Oh. no! It’s probably the boss's wife 
again. | just can’t talk to her now! 


% illustrated by JOHN PETERSON 
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MATERIAL 





FOR OAT TESTS 





Senior 


OAT Test 


—~. (See instructions, column 2) 





og “ a \ 
Bid Tre ssors GRINARR + 
: ee _—— 





ny: 


GY The doorbell ranfffand, as I answered, I foungjan e elderly 


shabbily-dressed man supportda, by his Grhes standing. on 
—_— 








the step 









was 


ate 
He had no overcoat, and Ih Saka cnorts wind 


lowing; yet the man smilzed as he asked if we had 


on 
any knifes or scisors a to be sharpened}, . 


There aways were dull knives about the house, x0 I 


rounded up a few of them and a pair of scissors, and diy- 


rected the man to our garage, 


wings. 1 fired weer 


where he would be out of 


sarvriaked 


2 for himy and asked if he wernted 


On lx lr 
something eaxwmhigh to fasten his emery grinder. me 
al 


. 


vf “answered, Nog pou see I isfe my crutch for tHe pury- 


pose And" addea with a smile, "You know I'm luckier than 


most scissors 


-they do not have a crutch to 


use, anf it aang them in usping their grinder." 


\ 


ott ere ensebemen. grumbling, no complefiing in this 


; a“ Only the smile _wae the use of a crutch as an aldg 


C4 ein ee in living. I returned to the 


houfs® and found more knive 


scissors, and took 


} 
L| them to him. And I legned a lesson in life from the 


lips of a master.--Everett W. Hi 





ees 


cr 
N 


J 


# This inspiring little espiscde is taken from the 


pages of The Mo 


rton Messenger, 





for Jud 951 {published 


once a month by the Morton Printing Vo cmpany to share with 
others some of the woreintie things of life. 


Sunior 


OAT Test 


(Arrange poem in 12 lines. centered on page under opening paragraphs.) 


SECRET OF SERENITY! Hang- 
ing on the wall of an executive’s office 
was a motto that interested me. It 
read: “Be pleasant every morning un- 
til ten o’clock, and the rest of the day 
will take care of itself.” Pointing up 
to it, I asked, “Does it work?” 

“Getting off on the right foot in 
the morning,” said the executive, “is 
one of the best ways I know of for 
making the day successful. The trick 
I follow is to read something inspir- 
ing at the breakfast table.” 

If we would arise ten minutes 
earlier and take time to plant some 
inspiring thoughts in our minds, they 
would be anchors to windward in the 
storm of the day’s activity. 


44 
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Years ago I memorized “Salutation 
to the Dawn” from the Sanskrit. I am 
zoing to start repeating it again the 
first thing in the morning. Want to 
join me? It goes like this: 

Look to this Day, for it is Life, 

The very life of Life. 

In its brief course lie all the 
varieties and realities of your 
existence: 

The bliss of growth, 

The glory of action, 

The splendor of beauty. 

For yesterday is already a dream 
and tomorrow is only a vision, 

But today well lived makes every 
yesterday a dream of happiness 

And tomorrow a vision of hope! 
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(See page 28 for OGA Tests.) 


Typewriting Test 
Instructions 


The Junior Test is a one-page plain 
copy test, for which typists are eligible 
as soon as they are able to copy the ma- 
terial without errors. Unless specifically 
instructed here. the candidate may use 
either single or double space in typing 
these tests, whichever will give the better 
arrangement to the copy being typed. 
Headings are to be centered. 

This month’s Junior Test is from an 
article by Wilferd Peterson in Friendly 
{dventurer. The name of author and mag- 
azine should be typed under the title. 

Since the purpose of the OAT is to 
focus attention early on professional typ- 
ing standards, all work should be done 
with a good ribbon and should show an 
even touch and clear, clean typing. well 
arranged as to margin, centering, and 
alignment. 

Erasures or typographical errors will 
disqualify a test, but all tests may be 
practiced as often as necessary to secure 
the desired result up to the day of re- 
ceiving the next month’s material. 


Senior Test 


Typists must have qualified at 40 words 
a minute to be eligible for the Senior 
Test, although the test itself does not have 
to be typed at that rate because it involves 
problems of arrangement or production. 
The Senior Test copy for this month 
should be read carefully before you start 
typing it, to be sure you understand all 
the corrections indicated on the rough 
draft. In addition to the changes marked 
you are to put the author’s name under 
the title, instead of at the end of the 
article; and you must catch any mis- 
takes in spelling. punctuation, or word- 
ing that may have been overlooked in the 
copy. There are a few--watch sharp! 
See that your name and school address 
appear in the upper left-hand corner of 
your paper, and make a note (in minutes! 
of the time required to type the test. 
Indicate whether certificate and/or pin 
is to be sent you if your specimen quali- 
fies for an award. And be sure that the 


proper fee (certificates, 10 cents; pins. 


50 cents) accompanies your test. 

Address papers to the Gregg Awards 
Department, 16th Floor, 330 W. 42 Street, 
New York 36, N.Y. 





All clubs of test papers should be aec- 
companied by a typewritten list of names 
to expedite checking and assure accuracy 
in making out certificates. September copy 
is good as membership tests for OAT, CT, 
and OGA until receipt of the October, 
1953, issue. 
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Lets me slide out sheets individually as needed! No more 
creasing or pinching top sheets. Saves time probing for 
paper and gives me smooth, flat sheets ready for ty Pigg’ 
THE BOX WITH Ask your stationer for Sphiax 


Tip Typewriter Papers withthe 
qin” 


FINGER-TIP CONTROL box! | | 
CONTROL 











Push up perforated 
finger-slot on bottom. Slide 
out top sheet! 


SAXON PAPER CORPORATION 





240 WEST [8th STREET NEW YORK Ii, N, Y 











Do A Neater Labeling Job Faster 


with NEW BIND - .§ 


The Revolutionary, Self-Adhesive 
Transparent Label Holder! 





if 











It's here at last! New BIND-X, the world’s easiest-to-use 
label holder. All you have to do is insert typewritten, 
written or printed label in the transparent BIND-X window. 
Then stick it on shelves, books, binders, boxes, or any other 
object. 

A feather touch makes it stick to wood, metal, leather, fiber, 
glass, cloth, plastic. Six inch lengths only 30c each. Easily 
cut. Holds label 2”, 3%” or 1” wide. Your choice of 8 
transparent colors. Ask for new BIND-X at your local sta- 


tioner or office supply firm today. 


It’s Made Better . . . Works Better 
Because It’s 


CEL-U-DEX, 1 Main Street, Brooklyn, N. Y. 
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ONGHORN 


CARBONS...RIBBONS 


for 
LONG 


Ly Ja 414: 


A top-quality 
carbon in plastic 
or wax back... 
Longborn Ribbon, 
the perfect 


quality companion. 


Send today for your co 
AMCO's handsomely 
booklet about famous 


Southwestern cattle 


AMERICAN CARBON PAPER MFG. CO. 


Foctorie ot Enr Texo Plat: mn Gate hlal las c 





SO YOU’D LIKE TO BE 
A SUPERVISOR 


(Continued from page 23) 





“Heavens, no!” she exclaimed. 
“I think no news is good news.” 

After a while, however, she be- 
gan to sense that all was not as it 
should be. One of the most experi- 
enced girls in her department re- 
signed, and Miss Dame was much 
upset about this. The only time 
employees came to her, she told us, 
was when they wanted to leave. 


_ WE ASKED HER how much supervis- 
ing of her girls she had been doing. 

“I don't really know what you 
mean by supervising,’ she replied. 
“If its what I think you mean, 
probably none. [ve been too busy 
getting my own work reorganized.” 
Her own work turned out to be ex- 
actly the same type of work the rest 
of the file clerks in her department 
were doing. 

One of her best friends ‘tried to 
get her to attend personnel and 
supervisory meetings. Miss Dame 
wasnt interested. “You can get so 
involved with meetings,” she said. 
“Someone will want me to be on a 
committee, and | know | couldnt 
do it.” Her friend tried to point out 
that she'd be receiving valuable aid, 
but Miss Dame still refused, saying 
she was too busy. 

Obviously Miss Dame was not a 
supervisor. A supervisor must: 

1. Be aware of supervisory re- 
sponsibility. 

2. Praise the work of others—not 
with hollow praise, but deserving 
recognition. 

3. Know the members in the de- 
partment. When we told Miss 
Dame she did not know her people, 
she said, “Of course, I do; I always 
call each one by name.” She did 
not know anything about their fam- 
ilies, where they lived, or why they 
behaved as they did—she knew 
nothing but their names. 

4. Make it easy for her assistants 
to teH her their problems. To ex- 
press grievances or problems de- 
Hates the trouble; repression in- 
flates it. 


MANAGEMENT, unfortunately, has 
seen too many Miss Clarks and 
Miss Dames and has become preju- 
diced against women supervisors. 
“Woman Supervisors? Bah!” is the 
title of our next article. 
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SURVEY OF 
PERSONAL SERVICES 


(Continued from page 19) 





WELL, THERE IS A SAMPLE for you. 
The results of the survey were just 
that diversified. Practically every 
secretary surveyed reported doing 
some type of personal service, but 
very few do regularly even fifteen 
out of the twenty services listed in 
the questionnaire. 


SOME SECRETARIES who perform 
only a few services would like to 
do more, but either don’t have the 
time or aren't sure how to go about 
it. As one secretary put it, “I work 
in a small office and, besides my 
regular job as secretary to the vice- 
president, I also do secretarial work 
for the chief engineer and the as- 
sistant director of engineering and 
sales, which doesn't leave much 
time for personal services for my 
own boss.” 


ANOTHER SECRETARY writes, “My 
boss is extremely sensitive on this 
subject of having his business sec- 
retary do personal jobs for him. He 
even apologizes every time he 
dictates a personal letter. I have to 
twist his arm pretty hard before 
he'll let me do any of the things 
that I have checked off in the 
survey. 

Then, on the other hand, some 
bosses are very happy to have their 


























“JT think Mr. Kingston is hinting. He 
keeps dictating my resignation.” 
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secretaries take care of all their 
personal business. An administra- 
tive secretary in New York writes. 
“Besides the items I have checked 
above, I also arrange his card 
games, make sure he takes a nap 
every afternoon, help his wife with 
her theatre work, write up_ his 
monthly expense account, arrange 
barber-shop appointments, — take 
care of his investments, make sure 
he has enough cash at all times, and 
compile a list of charitable institu- 
tions to which I feel he should make 
personal contributions.” 


HERE ARE SOME ADDITIONAL per- 
sonal services that a number of the 
secretaries questioned are asked to 
do: Shop for the boss’s new office 
furniture, take his car for a check- 
up, take him to the train and meet 
him again, write his personal thank- 
you notes, do typing for his wife, 
tell him which are the best movies 
in town, engage servants for his 
household, make outlines for his 
speeches, outside 
work done on his home during his 
vacations, make sure he takes his 
medicines and eats the 


supervise any 


proper 
foods, fill his personal fountain pen 
as well as wash it out once a week, 
make him stop procrastinating 
about things he doesn’t want to do, 
put his children’s allowance in en- 
velopes and give them to him to 
take home, give him an envelope 
containing tips to be given to em- 
plovees in his building and a list 
showing how much each one is to 
receive, remind him of any pay- 
ments that have to be made—such 
as quarterly installments on taxes 
and school and camp tuition for the 
children, obtain license plates, op- 
erator’s license for himself and his 
wife (and his auto Use Tax stamp), 
sell tickets for his club and also 
type the club’s minutes, call his at- 
tention to news items of particular 
interest and read them to him. 


A SECRETARY in Missouri sums up 
the whole idea of personal services 
quite interestingly. She says, “The 
man | work for is not a ‘boss,’ but 
a friend. Any personal service he 
would ask of me I would do with- 
out a moment's hesitation. He is a 
man of the highest caliber; and, in 
working with him for the past six 
years, he has taught me to respect 
my job and to work to the nearest 
point of perfection that I possibly 
can.” 














TESSIE ASKS EXPERTS 


(Continued from page 8) 





WHO’S GOT BUTTON? 


(Continued from page 18) 





Tessie: Here is a question for Dr, 
Rosenberg from a secretary in Colorado. 
She writes that there is a large elm tre 
vrowing on the boundary line between 
the manufacturing plant she works for 
ind the one next door. Her employer 
contends that he has the right to remove 
the tree in preparation tor some construc- 
tion work he has in mind. But she is un- 
der the impression that he does not hav: 
the right to do this. What is the law? 

RoOsenBenrG: If a tree is growing on the 
boundary line between the land of two 
different owners, Tessie, it may not be 
either owner without the 
consent of the other 


ar stroved by 
Chey are considered 
to be owners in common of the tree, so I 
wouldn't advise this employer to go ahead 
with his plans without first consulting his 


rie ighbor. 


Tessie: Here's a question for Mrs. 
Strony trom a secretary in Minnesota. 
She savs that recently she handed het 
boss a le tter on which she had carele ssly 
left off the salutation. Instead of scolding 


her, her boss said, “I see you rt finally 
going modern, and I think it’s all right 
I don’t go for that ‘dear business.” She 
says she was horrified at first, then 





pleased; but she did confess that it was 
a careless error on het part. Now, how- 
ever, she is wondering if maybe there is 
a more “modern” method of typing let- 
ters. She wants to know it she is a bit be- 
hind the times. 

StroNY: When this young lady's em- 
ployer said, “you are going modern,” he 
evidentally was referring to the National 
Office Management Association Simplified 
Letter. However, there is much 
more to the Simplified Letter than the 
omission of the salutation. In order that 
this secretary can familiarize herself with 
this letter form, I'll send her a brochure 
m the subject that is issued by NOMA. 


lessie, 


Well, I guess I've worked our 
experts hard enough for this issue—and 
now tor the birthday party. The cake 


TESSIE: 





looks delicious, Mrs. Strony. If you don't 
mind, I'll take that end piece right there 
With all the icing. Oh, I almost forgot— 
see you next month, friends. And until 
then (if you'll excuse my talking with 
Vv mouth full), meeting adjourned! ! 














rupt your very personal telephone 
eall. 

Did vou know that. for those 
people who don't like loud, clang- 
ing bells, the telephone company 
has other arrangements? One of 
these is a light and buzzer com- 
bination, with the light usually 
placed in some strategic spot rela- 
tively close to the secretary (if not 
right on her desk) so that it can be 
seen at all times. 

And you can even go stylish with 
a choice of buttons for the phone. 
One type button is black and the 
other is transparent lucite. The lu- 
cite button can be illuminated when 
that wire is in use. While both 
kinds are pleasing to the eye, the 
illuminated lucite buttons are easier 
to spot quickly. 


TELEPHONE SETS are also available 
in four-button setups. The follow- 
ing are two possible variations you 
might have in your office: 


1. Two outside wires 
One hold key 
One signal 

2. One outside wire 
One inside wire 
One signal 


On a push-button telephone, it 
is always advisable to have a hold 
and a signal. The hold key is an 
integral part of this kind of phone, 
because it enables you to switch 
from one line to another without 
cutting anyone off. The signal is 
necessary to facilitate communica- 
tion between boss and secretary if 
they are situated in different offices 
or if their desks are not within con- 
venient talking distance. 


THESE ARE THE very simple kinds 
of push-button (key 
sets, in the telephone companys 
terminology ). They are quite ade- 
quate for the smaller office. But 
there are more complex versions 
that will handle as many as twelve 
interoffice connections. These look 
like small, boxlike switchboards. In 
addition to taking incoming calls, 
these also have interoffice com- 
munication facilities so that the sec- 
retary can talk privately with the 
executive on any of the extensions 
before incoming 
calls. 


telephones 


connecting the 
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The Only Fibre-Board 


DRAWER FILE 


that builds its own steel! 
shelving as you stack it 


$4.70‘ 
No. 511 LETTER SIZE 1 s | 
UNITs are self-stacking \ oot i 
with factory applied aes rj 
steel side-plates and hor- \ Packed Six Units ) 
izontal stackers bearing ‘ to the Carton , 
total drawer content s ” 
weight at four points. os ww 


= ——— 

No matter how high you stack these new TRANS- 
FER FILES, each drawer works perfectly no 
bulging, no sticking. Each unit is complete, yet 
each becomes part of a sturdy steel structure. 
Units can be bolted side by side. Metal drawer 
pulls, and grey finish on corrugated fibre-board 
produce neat front office appearance 


Clip this ad to your letterhead 
for details on other sizes. 


BANKERS BOX COMPANY 


720 S. Dearborn Street + Chicago 5, Illinois 











Words 


Key to teasers on page 30 


DIVIDING THE WORD 


l. achieve 2. dairy®; 3. criti-cal; 
4. regu-lar; 5. nec-es-sary; 6. omit-ted; 
ve old-fashioned ; 8. business-man; 


9. convert-ible; 10. intro-duce. 


WHEN THE SINGULAR ENDS IN S 


1. surpluses; 2. hostesses; 3. churches; 
4. stimuli; 5. climaxes; 6. species; 7. chas- 


sis; 8. mice; 9. corps; 10, analyses. 


THAT FINAL SILENT E 

] arranging; - hange less: 3. ¢ xposure; 
4. advertiser; 5. conciseness; 6. hope ful: 
7. serviceable; 8. approximately; 9. assur- 
ance; 10. duly. 


THEY SOUND ALIKE—BUT 

1. billed, build; 2. serial; 
3. break, brake; 4. phase, faze; 5. mite, 
might; 6. pain, pane, 


cereal, 


CHOOSE YOUR PRONOUN 


l. him: 2. We; 3. they; 4. she: 5. him; 
6. she; 7. my; 8. Whom; 9 
10. she. 


whoe vert: 


°Do not divide after a beginning or before an 
ending one-letter syllable 


+Avoid dividing compound words except at 
the hyphen. 











_so I said to the boss! 


“Look boss —I want an Apsco 
Premier Portable pencil sharpener 
on my desk. I'll be more efficient 
and you'll save $1.49 per 

pencil.” Be the fair-haired gal in 
your office. Send for Apsco’'s 
FREE booklet, “THE 

MYSTERY OF THE HIDDEN 
COSTS” and prove the $1.49 storv 


to your boss and yourself. 


Apsco 
products inc 
Dept. S-1 

336 No. Foothill Road 
Beverly Hills. California 














Hit the wrong key? 
never mind— 

KLENZO erasures 
are hard to find! 


ERASER 533-7 


re rete ep 


ERASES TYPING, 
INK OR PENCIL 
ALWAYS POINTED, 
ALWAYS CLEAN. 


ITER 


OS ie ethene 


Buy from your dealer! 


Per Ge Gorey 


KLENZO INK & TYPEWR 
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THE BOSS’S WIFE 


(Continued from page 43) 
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You 2. 


Vv 


and your 


can make 


20eees 
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See? 
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better impressions ... with 


the revolutionary new 


f Fiza Carbon Papers 
cy os 


and Inked Ribbons 


Secretaries the nation over are applauding the miracle 
of M & V! Revolutionary innovations designed to save 
time and effort, and features to guarantee remarkable per- 
formance and ease of handling will make your job easier. 








Discover Miracle Tone—the only carbon back treatment 
that guards against both curling and slippage. 


Discover M & V’s unsurpassed manifolding quality 


— 


that makes possible more copies than ever before. 


Enjoy clean hands and faster paper handling thanks to 
the M & V clean edge feature. 


Now—M & V has another first with F-100, an entirely 
new black ink to make America’s finest Nylon ribbon 
even better. Ask for M & V’s Miracle Nylon ribbon with 
F-100 black ink. Be assured of an executive writing 
quality and extremely long wear. 


Tell your office supplier—or your purchasing department 


—that you'd like to try M & V typewriter 


ribbons and carbon papers. Or mail the cou- 


pon for free samples of M & V carbon paper. 





MITTAG & VOLGER, INC. 


Park Ridge, New Jersey 


a 

















l y ° 
| 
1 MITTAG & VOLGER, INC. Park Ridge, New Jersey 
1 Send me free sample sheets of M & V carbon papers 
| I use a___ — Regular CT) Noiseless [] | 
; Electric (1 typer writer and usually make copies. | 
| Name = | 
| Address RE ae 
| City Zone State a i 
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OFFICE SHOPPING CENTER 





Interoffice Phone. You'll like the at- 
tractive looks of the Direct-A-Call inter- 
office phone: and, more important, vou'll 
appreciate its timesaving qualities in the 
small office. Molded of light, grey ther- 
moplastic, it operates from a_ standard 





RITE-LINE COPYHOLDER 


Promotes Accuracy - Increases Production 


PRICE INCLUDING $ 
NEW TELESCOPIC 75 


EYEGUIDE p 











LUS Tax 

outlet to five stations: and even you your- 
self can install it! The Connecticut Tele- 
sope to 20 inches. Connecticut, will be glad to give you 

; > more information 

a , : 

J Erasing Problems. No one cares for 
++ | crumbs, and the Richard Best Pencil 
EYEGUIDE CONTRACTED Company has taken that into account. 
; _ Their crumb-resistant eraser, of Vinvlite 
20" : | resins, has been marketed recently. Tad 
{ — | Eraser is the name to look for. Due to a 
scene panies spec ial composition, Tad enjoys a longer 
life than the conventional-type product, 
FREE TRIAL OFFER Write, asking us to send you a at the same time removing pencil marks 
RITE-LINE Copyholder with the understanding you may more quickly and evenly. At your supply 


return it without charge within ten days. 3 : 
| store, the price is but a modest ten cents. 


1025—15th Street, N. W. | 
RITE-LINE CORP. Wodhington 5,6. C. 
Letter Holder. As the photo shows, 


“Pooch Friday” is a very engaging fellow. 
He’s willing to hold those letters you 


meant to mail, memos, and all the et- 

How to Make ceteras that pop up in a day’s work. The 
"% r) e 
INVIS]8Le 


























With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 





Colorful plastic holder faithful Pooch is made of wrought iron. 
uses long-life propel-repel He is ten inches tall, and has a gleam in 
refills. It must satisfy you his eye. Amy Abbott, Inc., 334 W. 52 


Street, New York City, sells him for 
— or your money back. $2.00 postpaid. 


USH- For a Three-Penny Stamp. You'd be 
surprised at the number of firms who are 
eager to keep you well informed. 


~- YBRGLASS Microfilm seems to be in the news more 


than ever lately. With space-consuming 
ERASER records being photographed for storage, 

you may have wondered how to index for 
quick accessibility. A comprehensive 
study may be had for the asking from 








Order from your Dealer 





or send 50¢ and Diebold, Inc., Canton 2, Ohio, makers of 
ane 67 Come te a complete line of microfilming equip- 
The Eraser Co., Inc. ment. 
1068 S. Clinton St., Syracuse 4, WN. Y. The “Guide to the Use of the Mails” is 





one of the most compact, informative 
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manuals out. Published by the Direct 
Mail Envelope Company, 15 W. 20 Street, 
New York 11, its 27 pages contain ma 
terial on every mailing field.. Even the 
rather unusual chore of mailing baby alli 
gators is dealt with. This won't cost anv- 
thing and is worth its weight in gold. 


Versatile Label Holder. Shelves, files 
loose-leaf books and binders may be 
quickly and permanently labeled with a 
self-adhesive, insertable Bind-X label 
holder that comes in eight colors. This 
holder consists of a transparent plastic 
window. All that is necessary for clean, 
clear labels is the insertion of a type- 
written slip. It may be reused innumer- 
able times. A_ six-inch Bind-X label, in 





either one- or one-half-inch width, costs 


30 cents and may be bought at most 


stationery stores. 


Paper Thin. We have always taken 
onion-skin paper more Or less for granted, 
until we were introduced to the Coupon 
Onion Skin brought out by the American 
Writing Paper Corporation. A thin, 100- 
per-cent-rag paper, its texture is hand- 
some enough tor permanent documents 
sufficiently sturdy for everyday use. An 
attractive packet of sample sheets can be 
yours from Dept. 2, American Writing 
Paper Corporation, Holyoke, Mass. 


New Typewriter Pad. Noisy typewrit- 
ers are silenced forever thanks to the 
Abco Plastics and Supply Company, of 
59 East Alpine Street, Newark 5, New 
Jersey. Called Quiet Grip, this pad is 





ideal for use with any typewriter, espe- 
cially those electrically operated. Other 
features include a skidproof grip, which 
makes your typewriter stay put—no more 
slipping. The rubber cover is vulcanized 
to each side of a fibre center for added 
life. It’s $1.50 at your stationer’s. 
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MEET DOROTHY BOND 


(Continued from page 17) 





At home she drew a 64-page cartoon book, “Life with 
the Navy by Navy Nora,” which sold everywhere in- 
stantly by word-of-mouth advertising alone! This little 
creation was swiftly followed by “Government Gertie,” 
which proved to be an even greater success. And on 
the heels of that she turned out “Office Daze.” 

Dorothy Bond became keenly aware of her own 
amateur shortcomings and lost no time enrolling in a 
night-school cartooning class. Days with the Navy, 
nights at school. In whatever spare moments she could 
find, she was hammering away at a small neighbor- 
hood printer who had agreed to get out her cartoon 
book, helping with all the details. When he sold his 
business and moved to California, it became apparent 
that. if Dottie was to continue selling her books, she 
would have to rent an office and assume all the re- 
sponsibilities of handling the now booming orders. 
Should she resign from her beloved Navy job and an 
assured future to plunge into the dark, precarious, un- 
known of professional cartooning? Dottie made a quick 
decision. She put down her shorthand notebook and 
bid a fond, tearful adieu to her pals in the Navy De- 
partment. She pawned what little jewelry she had and 
rented a tiny store, from which she began her publish- 
ing business. Shortly afterward came Dottie’s second 
big break. She was signed to a contract with the Na- 
tional Newspaper Syndicate in Chicago! Mr. John 
Dille, the president, and his star cartoonist and illustra- 
tor, William Juhre, took Dorothy under their wings to 
smooth out the rough spots in her technique and help 
her become a top cartoonist. 

But it wasn’t all smooth sailing from the moment 
Dottie signed the contract with the syndicate. It has 
meant a lot of hard work and continuous study for her 
to climb as far as she has, and she has no illusions 
about taking it easy. Dottie knows that she has to 
keep pitching, working and studying every minute. To 
assure herself that it all has been worth while, she 
has only to remember that she has the acclaim of mil- 
lions of readers, that she is in demand by large cor- 
porations for special cartooning jobs, and that her 
cartoon panel, “The Ladies,” is syndicated all over the 
world. In a peak month Dorothy Bond received some 
3,000 fan letters and suggestions from people in all 
walks of life. Housewives write her while the washing 
machine is running, to give Dorothy ideas for “Mamma, 
the Unsung Heroine” cartoons; the working girl writes 
in a gripe or praise of her boss; the boss writes in and 
says, “Dorothy, you must be working in my office, and 
| don’t know it!” 

Dorothy thinks back to her days of taking short- 
hand and typing letters. It took her a long time to 
realize her dreams; but, “I could never draw cartoons 
today that readers claim hit the spot exactly unless 
'd been in office work so long,” says Dorothy Bond. 
She smiles, “Be proud your'e a secretary, girls. It’s 
one of the nicest jobs in the whole world!” 

















ERASAGUARD— 
The Typists Pal 


With it you can Remove All Trace of Errors. Saves 
enough printed matter and TIME to pay for itself in 
ONE DAY. Many letters confirm that the Erasaguard is 
indispensable for Efficiency. One Secretary writes, “I 
used an Erasaguard for several months in an office where 
I was formerly employed and now I find it difficult to get 
along efficiently without one. I would like to purchase 
one or two. Is there a dealer in this territory?” 


She Does Make Mistakes... but... 





... She says “The Erasaguard makes 
erasures so easy that 
IT’S MY REAL PAL’ 


ERASAGUARDS are patented and sold only by Kee Lox 
Mfg. Co. 


Have an ERASAGUARD for yourself. 35¢ each, $4.20 a 


doz. Enclose stamps, money order or check, please, as it 
is too expensive to bill small orders. 


Kee Lox Mfg. Co., Rochester 1, N. Y. 





Send © doz. Erasaguards () Pica 
To 

Address 

City 
Signed 
Title 
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